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HOSPITALIZATION . .  1 1 

The  T.  P.  U.  Peerless  Certificate  provides  HOSPITALIZATION 
Benefits  if  confined  within  any  licensed  HOSPITAL,  at  the  rate 
of  $37.50  per  week  .  .  .  also  non-Hospitalization  Benefits. 

OVER  5  MILLION  DOLLARS  PAID  TO  SECRETARIES 
AND  TEACHERS  SINCE  1912 

Every  Disease  and  Accident  Covered 

Repeated  Hospitalixation  Possible  During  Any  Year 

T.P.U.  also  provides,  when  not  in  Hospital — 

Weekly  benefits . $25.00 

(Sickness,  Accident,  Quarantine! 

Medical  Fee . 25.00 

Special  Travel  Fee . 50.00 

Loss  of  Life . $1000  to  $1500 

Loss  of  Hands,  or  Eyes, 

or  Feet .  1 000  to  1 500 

Loss  of  Hand,  or  Eye.  or  Foot  500  to  750 

Teachers  Protective  Union 

Home  Office— LANCASTER,  PA. 

Be  a  “BOOSTER” — Encourage  Teachers  and  School  Secretaries 
to  join.  Recommend  to  us  any  retired  teachers  in  Pennsylvania, 

New  jersey,  Delaware,  Maryland,  Ohio,  Indiana,  Dist.  of  Columbia, 
whom  you  believe  would  like  to  represent  us. 


TEACHERS  PROTECTIVE  UNION 

Lancaster,  Pa. 

I  am  interested  in  knowing  more  about  T.P.U.  protection,  especi¬ 
ally  the  extra  Hospital  Benefits  of  the  Peerless  Certificate. 


T.  P.  U. . .  j 

PROTECTS 

Before 

i  Hospitalization 

I  During 

;  Hospitalization 

After 

j  Hospitalization  j 
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The  most  powerful  argu¬ 
ment  today  is  the  one  that 
offers  to  save  you  money. 

There  is  no  magic  about 

HOLDEN 
BOOK  COVERS 

They  make  school  books  last  longer 
because  we  developed  a  material  that 
will  stand  up  under  the  daily  wear, 
tear  and  handling  of  the  school  year. 

Holden  Covers  did  not  just  grow  like 
“Topsy” — they  are  the  result  of  years 
of  schoolroom  demonstration. 


SAMPLES  FREE 

HOLDEN  PATENT 
BOOK  COVER  COMPANY 

Miles  C.  Holden,  President 

SPRINGFIELD.  MASSACHUSETTS 


Now  recording  can  be 
made  by  teacher  and  pu¬ 
pils  directly  on  safety  film 
at  25  cents  per  hour. 

This  is  the  actual  cost  of  material 
used  and  there  is  no  other  cost. 

CONTINUOUS,  PERMANENT  and 
IMMEDIATE  PLAY-BACK.  MUL¬ 
TIPLE  parallel  sound  tracks  permit 
INSTANT  comparison  for  checking 
purposes. 

EASY  TO  OPERATE.  FILMGRAPH 
can  also  be  used  as  a  public  address 
system.  ^ 

DESCRIPTIVE  LITERATURE  ON  REQUEST 

MILES  REPRODUCER  CO..  Inc. 

Dept.  NS  812  Broadway,  New  York.  N.Y 


This  Is  PEABODY  NOm  260  Movable  Desk 

The  Desk  that  has  Made  Better  Teaching  Possible! 


Use  it  with  Your  Present  Fixed  Seating  -  Order  a  Few  at  a  Time 


In  rural  schools  where  there  are  children  of  all 
siees^  Peabody  No.  260  is  at  its  best.  These 
desks  can  be  adfusted  to  handle  all  children 
comfortably.  Picture  at  left  wsu  taken  in  Hstn- 
over  Rurol  School.  Polk  County,  Iowa. 


Pupils  that  have  poor  sight  need  more  light — 
seat  them  nearer  the  window.  Those  who  are 
hard  of  hearing,  place  them  closer  to  the  teach¬ 
er's  desk.  Those  who  are  under  size  or  those 
who  are  crippled  or  deformed  can  be  seated 
comfortably  in  No.  260,  because  this  movable 
desk  is  adjustable.  Every  school  room  should 
have  one  or  more  Peabody  No.  260  Movable 
Desks  for  children  who  need  special  attention. 
Write  today  for  prices  and  further  details  about 
this  flexible  type  of  seating. 


PEABODY  SEATING  COMPANY 

North  Manchester,  Indiana 
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1.  HE  REPORT  of  Thelma  aarko,  National 
Membership  Chairman,  came  in  too  late  for  print,  on  account  of  illness  of  herself 
and  father — also  the  passing  oi  her  mother-in-law.  However,  the  total  member¬ 
ship  to  date  is  1730.  So  sorry  we  cannot  list  by  states,  but  New  Jersey  leads 
with  206  members;  Michigan  199;  Ohio  and  Pennsylvania  tied  with  151;  Cali¬ 
fornia  122;  Wisconsin  116.  We  still  Jiave  12  states  with  no  chairman — Kentucky, 
Mississippi,  Montana,  Maryland,  Nevada,  North  Carolina,  West  Virginia,  Puerto 
Rico,  Rhode  Island,  South  Carolina,  Texas,  and  Wyoming.  It  would  be  greatly 
appreciated  by  the  Membership  Chairman  if  any  member  from  any  of  the  above 
mentioned  states  would  offer  to  serve  as  State  Chairman.  Send  your  name  and 
address  to  Thelma  H.  Clarke,  Horace  Mann  Jr.  High  School,  Lakewood,  Ohio. 

Our  "Good  Will  Ambassador"  is  on  the  road  again.  Almost  every  day  a  letter 
comes  to  my  desk  asking  for  information  about  the  National,  stating  "Cameron 
Beck  spoke  before  our  Student  Body  today  and  told  me  about  the  National 
organization.  Please  send  full  information  and  magazine."  If  we  just  had  more 
true,  loyal  friends  and  workers  like  Cameron  Beck  we  would  grow  by  leaps 
and  bounds.  Thank  you,  Mr.  Beck,  and  come  back  to  California  real  soon. 


To  the  National  Association  of 
School  Secretaries— Greetings! 

I  am  very  happy  to  see  the  growth  in 
numbers  and  influence  of  the  National 
Association  of  School  Secretaries.  It  is 
very  evident  that  as  the  years  come  and 
go,  the  importance  of  your  membership 
in  the  school  program  is  becoming  more 
and  more  recognized.  Administrators,  su¬ 
pervisors,  and  teachers  have  long  had 
their  place  of  prominence  in  the  school 
machinery,  but  now  the  members  of  your 
association  have  found  a  place  for  them¬ 
selves. 

I  am  pleased  that  in  Los  Angeles 
County,  school  secretaries  have  availed 
themselves  of  the  opportunity  offered  by 
the  leaders  in  our  county  organization  to 
associate  themselves  in  a  social  and  pro¬ 
fessional  way.  It  is  well  for  them  to  meet 
and  know  each  other  better — those  who 
think  and  work  along  the  same  line.  The 
personal  contacts  mean  much,  and  the 
benefits  accrue  not  only  to  individuals,  but 
to  the  whole  school  organization.  The 
talking  over  of  individual  school  problems 
together,  increase  the  effectiveness  of  the 
work  that  is  done,  and  bring  general  satis¬ 
faction  to  those  who  participate  in  these 
discussions. 

I  am  strongly  in  favor  of  school  secre¬ 
tary  associations  and  the  National  Asso- 


National  Association  of 
School  Secretaries 
Publicity  Committee 

M.  ALVINE  CARROLL 

Chairman,  Publicity  Committea. 

Washington,  D.  C. 

Since  last  fall  we  have  been  reminded 
daily  through  the  news  correspondents  and 
radio  commentators  of  the  important 
events  linked  with  the  warfare  in  which 
most  of  Europe  has  been  engaged.  Space 
in  a  local  newspaper,  magazine  or  journal 
is  at  a  greater  premium  than  a  year  ago 
due  to  these  conditions. 

It  is  gratifying  to  know  that  Publicity 
relating  to  the  NASS  has  been  carried  in 
more  national,  state  and  city  bulletins  than 
heretofore.  With  the  aid  of  an  able  Wash¬ 


ington.  D.  C.,  Secretary,  Mrs.  Gwen  D. 
Moser,  and  an  interested  group  of  com¬ 
mittee  members,  articles  have  been  in¬ 
cluded  by  the  editors  of  many  of  the 
State  .lournals. 

Have  you  read  the  February  issue  of 
Tuk  School  Exkcltive?  See  how  a  fel¬ 
low  worker  feels  about  the  »»ffice  secretary. 
She  is  Important !  A  special  tribute  is  ex¬ 
tended  Miss  tlloise  Ashby  by  the  Chairman 
of  your  Publicity  Committee. 

Would  that  space  would  permit  listing 
all  of  the  City  Bulletins  which  have  car¬ 
ried  publicity  for  the  Association  this  year! 
This  rapidly  increasing  list  gives  you  a 
real  thrill.  Congratulations  go  to  the  mem¬ 
bers  of  local  groups  who  through  their 
enthusiasm  and  interest  have  produced 
such  creditable  publications. 


ciation  of  School  Secretaries,  and  am 
happy  to  be  acquainted  with  your  Na¬ 
tional  President.  Miss  Louise  Henderson, 
and  a  number  of  your  officers.  I  feel  you 
are  working  under  most  excellent  leader¬ 
ship. 

Greetings  and  best  wishes! 

A.  R.  Clikto.n,  Superintendent, 

Los  Angeles  County  Schools. 
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Di>  you  count  your  wealth  in  terms  <)f 
the  pay  check  you  receive?  If  you  do  you 
are  poorly  paid  indt'ed  for  statistics  show 
what  a  distressingly  inadequate  amount  is 
paid  to  secretaries  in  the  school  systems 
of  the  country.  On  the  other  hand  if  you 
measure  your  riches  in  terms  of  human 
values  you  will  find  you  are  in  a  position 
of  limitless  opportunities.  Daily  in  count¬ 
less  little  ways  we  contribute  toward  the 
life  of  the  community  and  the  character 
training  of  the  pupils  who  cross  our  paths. 

Do  you  see  in  the  child  who  is  a  misfit 
in  the  classr<»om  a  troublesome,  annoying 
child  or  do  you  recognize  a  human  being 
who  behind  that  exterior  has  a  cause  that 
makes  him  a  discipline  problem?  Per¬ 
haps  his  clothes  are  sc»  poor  that  he  as¬ 
sumes  a  troublesome  attitude  to  overcome 
this  handicap.  Some  decent  clothing 
many  times  will  bring  about  a  complete 
change  of  attitude.  This  clothing  can 
be  obtained  from  jtarents  who  consider  it 
a  privilege  to  help.  Perhaps  home  con¬ 
ditions  are  so  poor  that  a  child  cannot 
respond  normally  to  the  classroom  rou¬ 
tine.  Do  you  take  the  time  to  win  the  con¬ 
fidence  of  these  pupils?  The  other  day 
one  of  our  little  girls  titok  a  dime  from 
another  child.  Through  (piestioning  we 
learned  there  was  an  imbecile  sister  at 
home  who  recpiired  all  the  time  and  money 
of  the  family.  Then  she  looked  in  my 
face  and  said  I  have  not  told  anyone  else, 
but  mother  says  that  <laddy  will  soon  get 
a  job  and  then  we  can  have  the  things  we 
need.  What  a  story  that  sentence  told. 
The  temptation  of  the  «»ther  child's  dime 
was  too  much  for  her.  She  was  not  bad 
at  heart.  That  was  the  moment  when  she 
needed  friendly,  sympathetic  understand¬ 
ing.  Then  Tony  was  sent  to  the  office. 


He  had  been  unresponsive  all  day.  After 
a  heart  to  heart  talk  we  learned  that  his 
mother  had  tried  to  commit  suicide  the 
day  before.  We  get  to  learn  the  heart 
throbs  of  the  community. 

Do  you  greet  people  according  to  the 
clothes  they  wear?  Many  times  the  poor¬ 
est  are  the  most  appreciative  of  what  we 
do  for  them. 

Is  your  office  a  happy,  cheerful  place 
where  the  community  feels  free  to  bring 
their  problems?  In  our  office  it  is  not 
unusual  for  a  parent  to  beseech  us  to  have 
the  gas  and  electric  service  extended,  an¬ 
other  mother  has  illness  at  home  and 
needs  coal,  still  another  asked  for  in¬ 
formation  about  citizenship  and  another 
rushes  in  to  tell  us  Mary  has  swallowed 
a  collar  button  and  what  shall  she  do  and 
then  a  little  foreign  mother  who  has  an 
ill  infant  needs  the  city  doctor  and  can 
we  tell  her  how  to  get  him,  Billy  tears  his 
pants  and  is  ashamed  to  return  to  class, 
then  John  falls  in  the  yard  and  skins  his 
knee  and  the  nurse  and  doctor  have  gone, 
and  so  they  go — on  and  on.  What  oppor¬ 
tunities  for  service!  W'e  can  be  irked  at 
the  interruptions  or  we  can  receive  the 
reward  of  service. 

W'e  are  not  teachers  in  one  sense  of  the 
word  yet  we  play  a  major  part  in  guid¬ 
ance  and  in  teaching  the  fundamentals  of 
life — fair  play,  open  mindedness,  sympa¬ 
thetic  understanding,  patience,  truthful¬ 
ness  and  happiness. 

It  is  the  secretary  who  meets  the  child 
the  first  day  he  comes  to  school.  This  is 
a  big  moment  in  the  life  of  the  child  for 
it  is  a  complete  transition  from  protected 
home  life  to  the  independence  of  self  re¬ 
liance.  That  first  day  is  not  easy  for  each 
( Continued  on  Page  31) 


To  All  Members 


Within  the  next  few  weeks  you  will  be 
asked  to  vote  for  president,  one  vice-presi¬ 
dent.  corresponding  secretary,  treasurer, 
and  two  members  of  the  executive  com¬ 
mittee.  The  present  incumbents  eligible 
for  re-election  are  Alice  Teegarden,  treas¬ 
urer;  Alma  Clement,  vice-president;  and 
Mina  Burnett,  member  of  executive  com¬ 
mittee. 

Since  this  is  the  first  time  we  have  been 
forced  to  make  a  change  in  the  presi¬ 
dency,  it  is  imperative  for  the  continued 
growth  of  our  organization  that  we  select 
the  most  capable  and  best  suited  person 
to  carry  on  this  office.  The  person  chosen 
must  be  able  to  preside  at  meetings,  speak 
when  the  occasion  arises,  be  diplomatic 
at  all  times  and  be  able  to  carry  the 
burden  of  the  ever-increasing  routine  busi¬ 
ness  of  this  organization.  To  do  these 
things  that  person  should  possess  a  digni¬ 
fied,  gracious,  efficient  manner.  That  per¬ 
son  also  should  be  capable  of  representing 
the  group  creditably  at  all  times  and  on 
all  occasions.  The  person  elected  must 
be  one  whose  health  and  present  position 
will  permit  of  the  time  and  energy  that 
this  office  demands. 

Of  course,  it  is  essential  that  all  of  the 
{Ktsitions  be  filled  by  the  best  possible 
candidates.  W'e  have  emphasized  the  im¬ 
portance  of  the  position  of  president  but 
each  office  and  member  of  the  executive 
committee  is  very  important  and  contrib¬ 
utes  a  great  deal  toward  the  growth  of  our 
organization.  The  president  can  function 
effectively  only  in  proportion  to  the  sup¬ 
port  that  is  received  from  the  executive 
staff. 

There  are  two  methods  by  which  the 
vacancies  that  occur  this  year  can  be 
filled.  The  first  is  to  have  the  election 
committee  make  up  a  slate  of  the  most 


suitable  candidates  and  present  it  to  the 
membership  for  final  vote.  This  is  the 
method  we  have  followed  in  previous 
years.  The  committee  selected  this  year 
is  composed  of  persons  who  have  attended 
at  least  three  conventions  and  who  know 
personally  the  leaders  in  our  organiza¬ 
tion.  You  will  note  that  the  members 
selected  represent  a  geographical  distri¬ 
bution  of  the  country.  They  are  as 
follows: 

Mrs.  Alice  Teegarden.  Chairman,  Stivers 
High  School.  Dayton,  Ohio. 

Miss  Alvina  Carroll,  Washington,  D.  C. 

Miss  Eleanor  Deardon,  Massachusetts. 

Mrs.  Dorothy  Adams  Silance,  California. 

Miss  Ora  Stanbury,  Michigan. 

The  other  method  for  filling  the  va¬ 
cancies  is  by  preferential  nomination  by 
the  members.  By  this  method  the  election 
committee  is  compelled  to  place  on  the 
ballot  the  name  which  is  mentioned  for  a 
particular  office  by  the  large.st  number  of 
members.  This  would  be  a  splendid  method 
if  every  member  had  the  opportunity  to 
know  all  the  outstanding  members  per¬ 
sonally  but  unfortunately  the  only  con¬ 
tact  many  of  our  members  have  with  some 
of  our  leaders  is  by  correspondence  alone. 

However,  in  order  that  we  may  carry 
out  your  wishes  and  conduct  this  election 
in  accordance  with  the  desires  of  the  entire 
membership,  we  are  requesting  that  you 
fill  in  the  blank  that  is  enclosed  in  the 
magazine  and  mail  it  today  to  .Mrs.  Alice 
Teegarden.  This  card  must  be  in  the 
hands  of  the  Election  Committee  not  later 
than  May  10. 

We  hope  all  members  will  avail  them¬ 
selves  of  the  privilege  of  making  their 
wishes  known  to  the  committee. 

Sincerely  yours, 

Louise  Henderson,  President. 


It  is  heurtcning  to  think  of  the  status  of 
the  National  Association  of  School  Secre¬ 
taries  today,  when  one  looks  hack  over  a 
period  of  five  or  six  years  and  realizes  that 
at  that  lime  this  organization  was  con¬ 
ceived  in  the  minds  of  a  small  group, 
some  thirty-five,  of  enthusiastic  forward 
looking  persons,  while  now  our  member¬ 
ship  nears  the  2000  mark.  Our  magazine 
has  jumped  from  a  small  mimegraphed 
booklet  to  one  of  44  pages  and  cover,  now- 
being  mailed  to  members  and  superintend¬ 
ents  in  all  our  forty-eight  states;  and  the 
fact  that  many  of  the  largest  and  most 
successful  commercial  organizations  see 
fit  to  use  this  magazine  as  an  advertising 
medium,  speaks  well.  Some  of  the  most 
outstanding  people  in  the  educational  field 
participate  in  our  meetings,  national,  state, 
and  local.  In  a  word  the  status  of  the 
school  clerk  and  secretary  as  a  whole  has 
been  decidedly  raised  to  a  point  that  never 
could  have  been  j)ossible  save  for  the  un¬ 
tiring  work  of  the  national  group. 

University  courses  for  school  .secretarial 
training  are  being  offered  in  several  of 
our  state  universities.  It  is  easy  to  predict 
that  soon  every  teacher  training  institu¬ 
tion  in  the  country  will  consider  the  train¬ 
ing  and  prejtaration  of  school  secretaries 
as  important  as  the  many  <»ther  educa¬ 
tional  training  facilities  offered. 

Although  much  has  been  accomplished 
in  these  few  years  there  are  many  obsta¬ 
cles  yet  to  be  removed  before  we  attain 
our  rightful  goal.  Tluuigh  we  speak  of 
great  strides  having  been  made  along  lines 
of  improved  working  conditions,  more 
adequate  salaries,  tenure,  retirement,  and 
a  more  practical  in  and  out  of  service 
preparation,  to  a  great  degree  this  a<l- 
vancement  is  not  national  in  scope. 
Achievements  in  these  various  steps  of 


progre.ss  are  lightly  spotted  and  mostly 
local  in  nature.  In  some  sections  the  dig¬ 
nity  of  the  secretarial  office  has  been  re¬ 
cognized  to  the  point  where  recognition  is 
of  a  more  professional  nature  and  working 
conditions  are  greatly  improved,  in  others 
recogniti<»n  in  the  form  of  increased  sal¬ 
aries  has  resulted  and  in  a  few  localities 
civil  service  or  tenure  and  even  retirement 
has  been  realized.  But.  as  indicated  these 
progressive  moves  are  for  the  most  part 
but  local  accomplishments  as  far  as  the 
nation  as  a  whole  is  concerned. 

Therefore  it  behooves  us  to  not  only 
maintain  our  unity  through  the  national 
organization  but  to  make  use  of  that  unity 
as  an  implement  by  which  these  benefits 
will  become  nationalized  in  their  scope. 


Do  You  Know? 

M  rs.  Zola  Burnett,  former  President  of 
the  Oklahoma  Association  and  National 
Membership  Chairman  for  Oklahoma,  is 
now  employed  by  the  State  Highway  De¬ 
partment  and  is  living  in  Buffalo,  Okla¬ 
homa. 


Beatrice  L.  Brown  of  Montclair,  New 
Jersey,  who  edits  “Good  Books  to  Read”, 
is  to  be  commended  on  the  fine  Spring  is¬ 
sue. 


Miss  Elsie  Sines,  chairman  of  member¬ 
ship  for  the  state  of  Pennsylvania,  was 
married  on  February  22nd  in  Wilmington, 
Delaware,  to  Mr.  Jesse  N.  Naylor.  We 
wish  Elsie  and  Jesse  every  future  happi¬ 
ness. 


Mary  Light  foot.  President  of  the  Florida 
State  group,  has  artistic  ability.  Her  at¬ 
tractive  notice  “Hark  to  W'bat  the  Birdies 
Say”  is  very  delightful. 
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MESSAGE  OH. 

VraCINIA  HALSEY,  V.  P. 
MonIcUir.  N«w  I«n*y 


I  wisli  to  thank  all  of  those  nieinbers 
who  have  worked  so  hard  this  year  assist¬ 
ing  the  mend)ership  committee.  It  is 
necessary  that  knowledge  of  our  organiza¬ 
tion  he  as  widespread  as  possible  and  be¬ 
cause  of  your  willing  help  more  informa¬ 
tion  has  been  sent  out  this  year  than  ever 
before.  The  superintendents  of  schools 
and  others  in  the  school  systems  have 
given  us  much  help  and  encouragement. 
Coming  to  us  frequently  are  such  expres¬ 
sions  as:  ‘it  is  my  opinion  that  your 
efforts  as  an  organization  are  doing  a 
very  great  deal  to  raise  the  standards  of 
your  profession.  More  power  to  you.” 
‘i  am  attaching  a  list  of  .secretaries  em¬ 
ployed  in  otir  si’hool  system.  I  am  heart¬ 
ily  in  fa\or  of  your  association  and  wish 
you  success.” 

It  thrills  me  to  think  of  myself  as  a 
part,  even  though  small,  of  our  great  or¬ 
ganization.  For  it  is  great.  Just  pause 
and  reflect  what  our  association  means  to 
you.  judging  from  the  many  letters  we 

Message  from  St.  Louis 
Secretaries 

Secretaries  to  superintendents,  school 
principals,  educational  directors,  in  Phil¬ 
adelphia.  Los  Angeles,  Milwaukee — we 
knew  vaguely  that  there  were  girls  who 
had  those  positions,  but  the  idea  had  no 
meaning,  no  life  to  it! 

Then  they  came  to  St.  Louis  for  the 
meeting  of  the  National  Association  of 
School  Secretaries.  They  came  from  all 
parts  of  the  country,  from  Oregon,  Louisi¬ 
ana.  New  Jersey — intelligent,  capable, 
charming  young  women.  And  when  we 
met  them,  we  began  to  realize  that  the 
work  we  do  is  part  of  a  great  national 
link  in  our  educational  system. 

It  is  good  for  us  to  stop  once  in  a  while 
to  evaluate  the  work  we  are  doing,  to  see 


leceive  from  new  and  old  mendters  telling 
us  what  “National”  has  meant  t<)  them, 
it  would  seem  to  typify  something  differ¬ 
ent  for  each  one.  To  some  it  has  meant 
direct  help  with  their  immediate  prob¬ 
lems.  t<i  others  keeping  in  touch  with  those 
doing  similar  work,  and  to  still  others 
just  a  friend. 

As  with  most  great  movements  many  of 
the  benefits  are  the  intangible  things  which 
money  cannot  buy.  However,  such  move¬ 
ments  must  have  money  for  their  continu¬ 
ance  and  hy  belonging  to  a  group  such  as 
ours  you  are  not  only  providing  for  the 
continuance  of  the  association,  but  also 
helping  yourself  and  many  others,  f'ach 
additional  membership  that  you  may  '>h- 
tain  makes  the  as.sociation  so  much 
stronger  and  allows  an  increa.se  in  the 
scope  of  its  activities.  A  single  person 
working  alone  may  never  hope  to  accom¬ 
plish  the  good  which  a  group  of  persons 
working  together  for  a  common  cause  can 
accomplish. 


its  meaning,  its  achievements  in  the  past, 
and  its  needs  for  the  future.  We,  in  .St. 
Louis,  are  grateful  for  the  meeting  of  the 
school  secretaries  because  it  has  given  us 
the  opportunity  to  do  this.  And  we  can 
say  without  doubt  that  we  are  better  and 
happier  w«)rkers  because  of  it. 

But  the  convention  was  not  only  pro¬ 
fessionally  stimulating,  it  was  also  fun. 
and  we  have  hundreds  of  happy  memories 
of  it.  We  like  to  remember  it  all — the 
funny  little  things  that  happened,  the  la.st- 
minute  dashing  around,  the  busses  that 
were  missed,  the  songs  that  were  almost 
not  sung,  and  those  delicious,  calorie¬ 
laden  meals! 

“Au  revoir!  It  was  such  fun  knowing 
you!  Do  come  again,  soon!” 

Catharine  Gunn,  St.  Louis.  Mo. 

Publicity  Chairman  for  the  Convention. 


COPPTION  /.He 

Are  you  planning;  to  attend  our  annual 
meeting  in  Milwaukee  this  sunimer!*  We 
(eel  sure,  after  reading  the  interesting 
schedule  of  events  that  you  will  start  pack¬ 
ing  your  hag  and  making  plans  to  he 
there. 

Last  summer  we  had  twenty-six  slates 
represented  in  San  Francisco.  This  year, 
we  hope  to  have  at  least  thirty-six  states 
or  more  represented  in  Milwaukee.  See 
to  it  that  your  state  is  represented.  C«»me 
and  get  first-hand  information  about  your 
association  and  what  it  is  doing.  l  end 
your  elTorts  toward  making  your  associa¬ 
tion  serve  you  better. 

We  shall  look  forward  to  having  as 
many  members  as  possible  with  us  this 
Slimmer. 

The  Astor  Hotel  will  he  our  head(|uar- 
lers.  Write  immediately  for  your  reserva¬ 
tion,  mentioning  that  you  are  a  member 
of  the  National  As.sociation  of  .School 
Secretaries. 

Schedule  of  Events 

Milwaukee,  WUconein 
lune  29-July  5 
Headquarters,  Hotel  Astor 

Saturday,  June  29 

9:00  P.M. — Pre-convention  Dance.  Mil¬ 
waukee  Athletic  Club. 

.Sunday,  June  30 

9:00-2:00 — Registration.  Hotel  Astor. 

2:00-4:00- -Reception,  Hotel  Astor 
(Guests  of  Milwaukee  Association  at 
Tea). 

Exhibits — Milwaukee 
Headquarters 

Any  companies  desiring  to  exhibit  books 
or  equipment  in  the  National  Association 
of  School  Secretaries  headquarters.  Hotel 
Astor,  Milwaukee,  Wisconsin,  from  June 
30-July  5,  should  contact  either  Miss  Mar¬ 
garet  V.  Kernan,  Municipal  Building, 


silt 

6:00- -Buffet  Supper  and  Skit.  Hotel  As¬ 
tor  (Guests  of  .Milwaukee  Associa¬ 
tion). 

Monday,  July  1 

7:30 — Breakfast  (Guests  of  Wisconsin 
Association — favors  and  decorations 
by  Wauwatosa  Association). 

9:30 — Sightseeing,  Land  o’  Lakes  (com¬ 
pliments  of  Carnation  Milk  Company) . 

12:00 — Tour  of  Carnation  Milk  Com¬ 
pany,  Oconomowoc. 

12:30 — Luncheon  at  Oconomowoc,  (com¬ 
pliments  of  Carnation  Milk  Company) . 

Tu'esday,  July  2 

9:00 — Conference  Groups,  Hotel  Astor. 

1:00 — Luncheon  Meeting.  Milwaukee 
Athletic  Club. 

8:00  P.M. — Boat  Trip  on  Lake  Michi¬ 
gan. 

W  ednesday,  July  3 

9:00-10:00 — Delegates  Meeting.  Hotel 
Astor. 

10:00-12:00 — Sightseeing,  City  of  Mil¬ 
waukee. 

2:30 — Panel  Discussion.  Hotel  Astor. 
Thursday,  July  4 

10:00 — Presidents’  Meeting,  Hotel  Astor. 

2:00 — Business  Meeting.  Hotel  Astor. 

6:30 — German  Supper.  John  Ernst’s 
Cafe. 

Friday,  July  .S 

10:00 — Tour  of  Inspection,  World  P’am- 
ous  Brewery  Filtration  Plant. 

.Salem.  New  Jersey,  or  Miss^  Evelyn  Brau- 
mann.  Girls’  Junior  Technical  High 
School,  1817  W.  Lincoln  Avenue,  Mil¬ 
waukee,  Wisconsin. 

Utah  Secretaries  under  leadership  of 
Anne  Critchlow  of  Salt  Lake  City  are 
planning  to  organize  a  State  Association. 


Excerpts  From  "Filing  Bible" 

By  HELEN  SPARKS 

Junior  Research  Assistant,  Personnel 

Commission,  L.  A.  City  Schools 

The  following  material  is  presented  to 
all  new  employees  in  a  certain  office  of 
the  Los  Angeles  City  School  Districts.  It 
was  assembled  from  two  sections  of  the 
manual  in  use  in  this  office.  Although 
the  pn>cedures  of  different  offices  must 
necessarily  be  different  depending  upon 
the  functions  of  the  office,  the  theory  of 
Hling  presented  is  true  for  any  office  and 
the  procedures  growing  out  of  such  a 
theory  are  adaptable  to  a  variety  of  offices. 

Fretjuently  one  hears  an  office  worker 
make  some  such  remark  as.  "I  tion't  mind 
any  of  the  office  work  except  that  awful 
hling,”  or  “I  am  crazy  about  the  j«d).  The 
only  thing  I  don’t  like  is  the  filing.”  .An¬ 
alysis  of  many  situations  shows  that  an 
individual's  dislike  of  something  many 
times  grows  out  of  his  failure  to  see  its 
relationship  to  other  things.  This  pndt- 
ably  accounts  for  the  distaste  many  office 
workers  have  for  filing.  It  is  looked  upon 
as  the  task  for  the  lesser  compensated 
office  workers,  as  a  routine  task  requiring 
the  exercise  of  only  everyday  intelligence, 
and  as  a  necessary  evil  to  be  endured  l)ut 
not  enjoyed.  The  worker  who  sees  in  fil¬ 
ing  its  larger  implications  finds  a  chal¬ 
lenge  to  his  powers  of  organization.  He 
sees  the  filing  as  an  opportunity  to  learn 
of  the  activities  of  the  organization  as  a 
whole  and  of  the  various  individuals  in  it. 
He  sees  his  opportunity  to  contribute  to 
the  smooth  functioning  of  the  organiza¬ 
tion  through  his  keenness  in  determining 
proper  assembling  of  material  and  proper 
cross-referencing. 

There  are  two  clearly  defined  points  of 
view  regarding  filing.  The  files  serve  ( 1 ) 
as  a  place  to  store  material  not  immedi¬ 
ately  needed  in  relation  to  activities  of  any 
particular  person  and  (2)  as  a  place  to 
store  records  of  activities.  The  person 
accepting  such  a  “storage”  point  of  view 
generally  assumes  that  any  minor  clerk 
can  be  taught  to  file  because  the  qualifica¬ 
tions  and  degree  of  skill  necessary  are 
scarcely  above  that  of  a  junior  clerk.  The 
files  of  an  organization  where  such  a  point 


of  view  is  prevalent  are  apt  to  be  ineffi¬ 
ciently  planned  and  awkward  in  opera¬ 
tion.  When  desired  material  is  not  readily 
obtainable,  the  administrator  is  inclined  to 
he  considerably  annoyed  and  to  feel  that 
he  has  Inefficient  help.  He  fails  to  recog¬ 
nize  that  the  fault  lies  at  his  own  door 
because  he  has  failed  to  analyze  the  func¬ 
tion  of  the  files  and  assign  the  work  to 
qualified  employees. 

The  second  p<»int  of  view  is  that  the 
files  serve  as  a  central  clearing  house  and 
the  file  clerk  is  responsible  for  assembling 
and  reassembling  material  before  its  dis¬ 
tribution  or  re-distribution.  His  is  a  posi¬ 
tion  of  considerable  responsibility  because 
lit  must  be  aware  of  the  functions  of  the 
organization  as  a  unit  and  of  the  functions 
of  the  membcT  as  individuals  if  he  is  to 
a.ssemble  the  material  which  comes  to  him 
in  such  a  way  that  it  will  meet  all  of  the 
needs  of  organization  and  individuals. 

Proper  filing  retpiires  (1)  an  initial  an¬ 
alysis  of  the  functions  of  the  agency  and 
(2  I  a  decision  as  to  the  functions  of  the 
files  and  file  clerk.  The  analysis  will 
show  the  need  for  saving  certain  records 
including  such  items  as  authorization  for 
actions  taken  or  to  be  taken,  approval  of 
cirtain  reports  and  records,  letters  regard¬ 
ing  certain  matters,  and  various  other 
types  of  material. 

The  analysis  of  functions  will  include  a 
study  of  the  relationships  of  the  organ¬ 
ization  to  other  outside  agencies  or  other 
sections  or  divisions  of  the  same  organiza¬ 
tion.  From  the  list  of  functions  a  list  of 
activities  necessary  to  the  carrying  out  of 
the  functions  may  be  prepared.  This  list 
will  give  a  key  to  the  folder  titles  which 
will  be  needed  and  to  the  number  and 
kind  of  files  which  will  be  needed. 

The  manual  from  which  much  of  the 
above  material  has  been  copied  shows  that 
the  following  files  are  maintained  in  the 
office  using  the  manual. 

General  files;  inactive  file;  examination 
bulletin  file;  stencil  file;  law  and  rules 
file;  minutes  file. 

Among  the  card  files  are:  Address  file; 
code  number  file;  library  file;  promotion, 
lines  of;  roster;  tickler. 

The  manual  contains  a  section  on  Gen- 
( Continued  on  Page  26) 


MARGARET  V.  KERNAN 

Vic*  Pr*iid*nt  and  Adrertiiinq  Manager 

Municipal  Building,  Salem,  New  Jeney 


Wliilf  tlif  Nutional  AswM’iation  of  School 
Secretaries  was  organised  in  June  1934, 
the  first  issue  of  the  National  Secretary 
did  not  appear  until  January,  1936,  This 
was  mimeogra|)hed  hy  Mrs,  Helen  Hay- 
craft  of  Washington,  our  f^ditor,  at  tin- 
time,  Six  hundred  copies  were  released. 
The  April,  19.36  issue  of  the  National  Sec¬ 
retary  was  printed  and  include*!  adver¬ 
tisements. 

From  April,  19.36  up  to  and  including 
the  present  time  advertising  receipts  have 
financed  the  printing  and  mailing  of  the 
National  S«-cretary.  For  the  past  three 
years  we  have  not  print*-*!  less  than  2,000 
c*»i)ies  *>f  any  issue.  The  page  content 
has  lu-en  increase*!  fr*)m  12  t*»  16,  t**  24  t*) 
32.  an*l  the  January.  1940  issue  c*>ntained 
40  pages.  The  fine  co*>perati*)n  *>f  our  a*l- 
vertisers  has  ma*ie  p*>ssihle  a  very  cre*lit- 
ahle  gr*)wth.  A|)ril  issue  44  jiages. 

W'e  are  grateful  t*»  Mrs.  Fairy  McHri*le 
an*l  Mrs.  Mil*lre*l  Hensley  *»f  Bat*)n  Rouge, 
■Sara  Milner  of  Atlanta.  Betty  Zimmer¬ 
man  *»f  Milwaukee,  Mildred  Funk  of  High- 
lan*l  Park,  Harriett  Wheeler  *»f  Burlingt*)n, 
Verm*»nt,  an*l  *tthers  for  their  splendid 
c*M)peration  in  c*)nnection  with  a*lvertis- 
ing.  They  have  w*)rked  har*l  an*l  we  are 
c*)nfident  that  their  efforts  will  bring  forth 
results. 

All  members  *»f  the  Nati*»nal  Associa¬ 
tion  of  Schf)*d  Secretaries  are  invited  to 
serve  *)n  the  advertising  committ*‘e.  Y*ui 
*an  thank  *)ur  past  advertisers  and  ac- 
*piaint  *)thers  of  the  opp*»rtunity  aff*>rded 
them  thr*)Ugh  an  advertisement  in  the 
Nati*>nal  Secretary.  Give  the  advertisers 
an  opp*>rtunity  to  hid  on  the  needs  of 
your  Sch*)*>l  B*>ards.  Miss  Louise  H.  Hen¬ 
derson,  our  President,  addressed  many 


groups  this  year  on  “Vitalizing  Y*)ur  Sales¬ 
manship.”  This  is  an  op|)ortunity  f*>r  you 
t*(  earry  *)Ut  her  suggesti*>ns  with  mutual 
l)«-nefits  to  the  ass*)ciati*>n,  the  advertisers 
an*l  yourself. 

The  Nati*)nal  Secretary  is  published 
thn-e  times  a  year:  October,  January  and 
.Ajiril.  F*»r  the  next  three  issues  the  fol¬ 
lowing  rates  are  c*>ntinued: 


Two  entire  pages,  middle  pages, 

9t/4''*7*/4"  $50.00 

An  entire  pane,  outside  back  cover 

4%"x73/4"'  .  30.00 

An  entire  page,  4y("x7%'' .  25.00 

A  half  page.  4ys"x3*/4" .  15.00 

A  quarter  page,  2t/^"x3%" .  10.00 

CIRCULATION,  2500.  Sixe  of  publication, 

6"x9''  . 40  pages 


The  Advertising  Manager  wishes  to  ex- 
ten*!  a  special  tribute  t*>  our  EdiUtr,  Mrs. 
Belle  S.  Kuehny.  High  .Sch*Kd,  Gardena, 
Calif*>rnia,  and  t*>  *)ur  Printer,  Mr.  Robert 
Elli*>tt,  Citizen  Print  Sh*»p,  L*)s  Angeles, 
for  their  excellent  c*M)perati*»n  t*»  make 
the  Natumal  Secretary  as  helpful  as  pos¬ 
sible  to  the  advertisers  and  our  members. 
If  you  like  the  April  issue  of  Nati*>nal 
.Secretary  d*>n’t  fail  to  write  to  Mrs. 
Kuehny  and  Mr.  Elli*>tt.  They  will  appre¬ 
ciate  y*iur  suggesti*)ns. 


THE  ONE  EXCEPTION 

About  the  *>nly  thing  that  can  lay  d*>wn 
**n  the  job  and  get  results  is  the  hen. 

»  #  * 

Teacher:  “Y*»u’ve  missed  my  class  yes- 
t*  rday,  didn’t  you?” 

Frank:  “Not  in  the  least,  teacher,  not 
in  the  least.” 

*  *  * 

“Is  your  son  going  to  be  married?” 

“No,  I  don’t  believe  he  ever  will.  He’s 
studying  for  a  bachelor’s  degree.” 


IS 


MID-WINTER  MEETING 


<MelA  in  St.  J^04€U,  ^et^uu3A4f,  3.4  and  35 


MaDRED  E.  FUNK 
Highland  Park.  Michigan 


“The  purpose  of  our  organi/ation  is  to 
elevate  the  standards  of  the  group  and 
through  organization  to  (lool  ideas  and 
ideals  toward  a  finer  and  more  efficient 
service  to  the  school  and  the  community.” 
It  is  with  this  purpose  in  mind  that  the 
fine  programs  of  our  conventions  are 
planned.  Our  recent  convention  held  in  St. 
Louis  had  a  splendid  attendance.  We  d«> 
indeed  owe  a  vote  of  thanks  to  Helen 
Peschke  of  St.  Louis  and  her  splendid  com¬ 
mittees  for  their  work  on  this  convention. 

The  Convention  was  opened  with  the 
Business  Meeting  held  in  the  Music  Room 
of  Scruggs  Department  Store,  our  Presi¬ 
dent,  Louise  H.  Henderson,  presiding.  Such 
matters  as  the  following  were  reported 
and  discussed:  Publicity  for  a  larger  and 
finer  organization;  affiliation  with  the 
N.  E.  A.;  Treasurer’s  Report  by  our 
Treasurer,  Alice  Teegarden  of  Dayton, 
Ohio;  Advertising  report  read  by  Vir¬ 
ginia  A.  Halsey,  Montclair,  New  Jersey, 
in  the  absence  of  .Margaret  V.  Kernan, 
Salem,  N.  J,;  Membership  by  Thelma 
Clarke  of  Lakewrmd,  Ohio,  National  Mem¬ 
bership  Chairman;  plans  for  the  Mil¬ 
waukee  Convention,  Betty  Zimmerman, 
Milwaukee,  Wisconsin;  the  meeting  ad¬ 
journed  to  the  private  dining  room  of 
Scruggs  Department  Store,  where  after 
being  served  a  very  tasty  luncheon  there 
was  a  talk  on  Accessaries  for  W'omen.  Ac¬ 
cessories  for  Men.  and  Office  Equipment. 

A  sight-seeing  tour  of  the  city  had  been 
planned  for  the  afternoon  by  the  St.  Louis 
group.  Highlights  of  the  tour  included: 


Miss  Luuise  IIkndcrson 
President  N.A.S.S. 

Dk.  H.  II.  Eelkema 

Superintendent  of  Schools,  Duluth,  Minn. 


were  the  guests  of  the  .St.  Louis  group  for 
tea.  The  entertainment  included  vocal 
numbers  by  Lillian  Reinhardt  and  John 
Brennan,  and  piano  selections  by  Esther 
W'itte.  We  sincerely  thank  A.  K.  Nushan. 
Chairman  of  the  tour-committee  and  Vera 
Gunkel,  Chairman  of  the  tea-committee 
for  this  lovely  afterniMm. 

The  reception  to  the  Amer*c'>n  A 
tion  of  School  Administrators  was  held  on 
Saturday  evening  in  the  ballroom  of  the 
Hotel  Statler.  The  program  included  vo¬ 
cal  selections  by  Elberta  Macgregor  of 
Flint,  Michigan;  reading  and  comments 
by  Robert  McKinney,  Kirksville,  Missouri; 
an  imitation  of  “Donald  Duck”  by  a  St. 
Louis  .schoolboy,  and  musical  .selections  by 
a  local  orchestra.  The  theme  of  the  deco¬ 
rations  was  “The  Spirit  of  St.  Louis.” 


the  historic  old  Court  House  and  old  Ca¬ 
thedral;  Memorial  Plaza,  including  the 
new  Soldiers  Memorial  and  the  Municipal 
Auditorium;  St.  Louis  and  Washington 
Universities;  Forest  Park  with  its  zoo. 
Municipal  Theatre.  Jewel  Box.  Art  Mu¬ 
seum  and  Jefferson  Memorial.  The  tour 
terminated  at  the  Hotel  DeSoto  where  we 


The  highlight  of  the  convention  was  the 
luncheon  on  Sunday  at  the  Hotel  Statler. 
The  table  decorations  and  favors  further 
carried  out  the  theme,  “The  Spirit  of  St. 
Louis,”  and  were  made  by  the  Secretaries 
of  Highland  Park,  Michigan.  Our  Presi¬ 
dent,  Louise  H,  Henderson,  presided  at  the 
( Continued  on  Page  37) 


Dfur  Listeners-in: 

Once  more  before  the  school  year  1939- 
40  draws  to  a  close,  lend  me  your  eyes 
and  ears  so  that  you  may  know  what 
progress  has  been  made  in  the  National 
Association.  As  you  read  of  the  many 
activities  going  on  all  over  these  United 
States  among  school  secretaries.  I  am  sure 
you  will  realize  that  the  year  just  closing 
has  brought  us  all  into  closer  fellowship 
and  increasing  interest  in  promoting  the 
worthwhile  objectives  of  the  organization! 

May  I  take  this  opportunity  of  thanking 
each  one  of  you  who  has  sent  me  contri¬ 
butions  for  this  portion  of  the  National 
Skckktaky — if  they  are  not  all  published, 
you  may  know  that  it  is  due  to  lack  of 
space,  and  please  continue  to  send  me  any¬ 
thing  of  interest  from  your  section  of  the 
country,  because,  almost  before  we  realize 
it.  it  will  he  time  again  for  the  fall  issue 
of  the  magazine  and  we  will  all  want  to 
know  what  happened  to  you  during  the 
summer  months.  May  ye  hope  that  for 
each  one  of  you,  it  may  be  a  time  of  re¬ 
creation,  and  that  you  may  he  able  to  so 
order  your  lives  that  both  work  and  |)Iay 
will  take  their  proper  place. 

Secretary,  North  High  School, 
Denver,  Colorado. 

Florenck  R.  Sti  bbs. 


Arizona 

Chairmen  of  standing  committees  for 
the  Arizona  Association  of  School  Secre¬ 
taries  were  announced  yesterday  by  Mrs. 
Grace  B.  Holt.  Phoenix  Union  High 
School,  president. 

The  as.sociation.  organized  at  the  last 
convention  of  the  Arizona  Education  As.so- 
ciation  of  Scho«tl  Secretaries. 

Revision  of  the  constitution  and  By 
I.aws  will  be  submitted  for  approval  at 
the  annual  meeting  in  November. 


Caliiomia 

From  Northern  California  comes  the 
good  news  of  new  groups  of  school  sec¬ 
retaries  in  and  around  San  Francisco  being 
organized.  This  is  due.  in  part,  to  the  en¬ 
thusiasm  being  carried  over  from  the  N.  E. 
A.  Conventi«>n  in  .San  Francisco  last  sum¬ 
mer,  as  up  to  that  time,  there  had  not 
been  any  local  organizations.  From  the 
Superintendent’s  Bulletin  of  January,  1940, 
comes  the  following  news  which  in<licates 
much  promise  for  the  future. 

“A  delightful  dinner  at  the  Lake  Mer¬ 
ritt  Hotel  was  held  on  Friday,  February 
16,  by  local  school  secretaries.  Music  dur¬ 
ing  the  meal  was  furnished  by  Jimmie 
Davis’  Orchestra.  The  .setting  on  the 
shores  of  Oakland’s  beautiful  Lake  Merritt 
circled  by  its  necklace  of  lights,  drew  en¬ 
thusiastic  comments  from  the  .San  Fran¬ 
cisco  girls.  Tentative  |»lans  were  made 
for  another  dinner  meeting  in  May  in  San 
Francisco.  Any  school  secretary  or  cler¬ 
ical  worker  will  he  welcomed  by  the  group. 
The  possibility  of  organizing  a  chapter  of 
the  .National  Associati«>n  of  Schcnd  Secre¬ 
taries.  to  which  several  local  secretaries 
already  belong  as  individual  members, 
was  discussed  briefly.  Information  on  this 
matter  will  he  obtained  from  the  national 
officers.” 

“Monaco,  an  attractive  theatre-restau¬ 
rant  in  San  Francisco’s  International  Set¬ 
tlement,  was  the  scene  of  a  recent  meeting 
of  local  school  secretaries.  An  excellent 
dinner  was  enjoyed,  as  were  the  acts  of 
the  floor  show  and  the  singing  of  old-time 
songs  by  the  audience.  The  secretaries’ 
group,  composed  of  girls  from  San  Fran¬ 
cisco  and  the  East  Bay,  plan  to  meet  at 
intervals  for  an  informal  evening  of  pleas¬ 
ure  and  discussion.  It  is  felt  that  by  ex¬ 
changing  ideas  on  their  common  interests 
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and  problems,  the  secretaries  are  helping 
to  further  the  scliool  program  as  well  as 
their  own  work.  There  is  no  formal  organi¬ 
zation  of  the  local  group,  and  any  school 
secretary  or  clerical  worker  is  welcome. 
The  next  event  was  planned  to  he  held  in 
Oakland  or  Berkeley,  and  Virginia  M. 
Vialter  of  the  Superintendent’s  office  has 
been  in  charge  of  these  meetings.” 

Denver.  Colorado 

The  Clerks  and  Secretaries  of  the  Denver 
Public  Schools  have  made  definite  gains 
this  year  in  their  organization,  and  are 
indebted  to  the  efforts  of  the  si)lendid 
officers  who  have  made  this  possible.  A 
bulletin  has  been  pid)lished  this  year  for 
the  first  time,  and  has  aroused  much  inter¬ 
est  among  all  the  members  as  it  contains 
new.sy  items  about  members  and  other  hits 
of  worthwhile  information. 

The  group,  as  a  whole,  has  gone  into 
the  Blue  Cross  Hospitalization  plan  and 
seventy  members  now  have  the  protection 
which  this  splendid  organization  gives  in 
case  of  need.  .4s  this  is  a  nation-wide  plan, 
we  wonder  if  any  other  groups  of  secre¬ 
taries  have  considered  the  possibilities  of 
joining?  It  is  worth  your  investigation. 

The  annual  card  party  and  fashion  show 
was  held  at  the  Denver  Dry  Goods  Co.  tea¬ 
room  on  Saturday  afternoon,  March  9. 
About  600  attended  and  enjoyed  the  event 
to  the  fullest.  The  models  were  girls  from 
the  Denver  group  and  displayed  many 
lovely  and  interesting  spring  fashions,  end¬ 
ing  with  a  charming  wedding  party.  The 
committee,  headed  by  Miss  Ellen  Macker 
of  South  High  School  deserves  a  great  deal 
of  credit  fur  all  the  plans  and  the  hard 
work  that  it  entailed,  hut,  we  are  sure 
they  must  feel  repaid  for  the  outstanding 
success  of  the  party,  and  for  the  money 
which  was  cleared.  About  $240  will  go 
into  the  treasury  and  the  association  will 
he  able  to  send  one  or  more  delegates  to 
the  national  convention  in  Milwaukee  this 
coming  summer. 

The  next  event  on  the  calendar  will  be 
a  spring  luncheon  in  May  when  the  officers 
for  the  next  year  will  be  elected  and  dele¬ 
gates  for  the  convention  chosen. 


Los  Angeles  City 

Though  a  little  late  to  report  a  Christ- 
Uias  party,  the  Los  Angeles  Secretarial 
Association  had  such  a  grand  one  at  the 
City  College  that  we  must  tell  you  about 
it.  Dinner  was  served  in  the  new  Student 
Union  Building  which  was  adorned  by  a 
goigeous  Christmas  Tree  and  cleverly 
decorated  tables.  F'acb  guest  brought  a 
toy  to  be  donated  to  the  Motion  Picture 
Relief  Fund.  The  toys  were  accepted  in 
behalf  of  the  Fund  by  Mr.  Rulpb  Morgan 
who  brought  with  him  Miss  Rosalind 
Rus.sell.  Talented  youngsters  from  the 
Meglin  Kiddies  Studio  furnished  enter¬ 
tainment  and  presented  a  Christmas 
Phantasy  that  was  a  real  treat.  Plans 
are  now  being  made  for  a  June  dinner 
to  surpass  even  this  enjoyable  evening. 
The  June  event  will  be  the  annual  “Bring 
^  our  Boss”  night  and  will  include  installa¬ 
tion  of  officers. 

This  group  has  had  a  nund)er  of  very- 
active  committees  this  year  working  on 
"betterment  of  service.”  Many  problems 
have  been  scdved  and  a  fine  spirit  of  co¬ 
operation  developed.  An  item  of  great 
interest  has  been  the  study  of  rating  sys¬ 
tems  f(»r  employees  and  a  series  of  meet¬ 
ings  were  held  by  tbe  Personnel  Commis¬ 
sion  at  which  employees  were  given  an 
opportunity  to  express  their  opinions  on 
this  subject.  .4n  entire  issue  of  tbe 
monthly  News  Letter  was  devoted  to  re¬ 
ports  of  various  methods  of  employee 
ratings. 

The  Los  Angeles  organization  is  now 
ten  years  <dd  and  is  very  proud  of  its 
membership  list  of  476,  which  we  expect 
to  reach  .'rOO  very  soon. 


Los  Angeles  County 

Since  the  year  19.37,  Mr.  A.  R.  Clifton. 
Superintendent  of  the  Los  Angeles  County 
Schools,  has  included  in  the  annual  teach¬ 
ers’  Institute  programs  a  session  devoted 
to  the  school  secretaries  of  that  county. 
These  sessions  having  drawn  large  and 
enthusiastic  groups  of  secretaries  and 
clerks  of  the  one  hundred  and  forty-four 
school  districts  comprising  Los  Angeles 
County,  and  inspired  by  a  visit  of  the 
National  President,  Louise  Henderson,  in 
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1938,  preliminary  dinner  meetings  were 
held  every  two  months  for  a  year  to  de¬ 
termine  whether  the  interest  was  suffici¬ 
ently  strong  to  make  it  feasible  to  organ¬ 
ize,  due  to  the  large  area  of  the  County 
and  the  widely  scattered  schools.  Not¬ 
withstanding  this  problem,  the  five  dinners 
held  in  various  sections  of  the  County 
a\traged  approximately  one  hundred  and 
fifty  in  attendance,  and  the  group  was 
officially  organized  on  November  13,  1939, 
at  a  dinner  held  in  the  Burbank  City 
Unified  School  District,  with  the  secre¬ 
taries  of  that  district  acting  as  hostesses. 

The  following  officers  were  elected  for 
the  year  1939-1940: 

President,  Virginia  Irwin,  El  Monte; 
Vice-President,  Feme  Hart,  Inglewood; 
Corresponding  Secretary,  Charlotte  Lynch, 
I..  A.  County  School  Department;  Secre¬ 
tary,  Dorotha  Talbert,  South  Pasadena; 
Treasurer,  Alice  Betebenner,  Beverly  Hills 
City. 

Board  Members:  Lillian  Peterson,  Bur¬ 
bank;  Phyllis  Heinback,  Hawthorne; 
Clara  Wolfe,  Alhambra;  Helen  Aitken, 
Glendale. 


On  January  19th,  the  Beverly  Hills 
school  secretaries  were  hostesses  to  the 
newly  organized  Association  at  a  very 
lovely  and  enjoyable  dinner.  Alhambra 
City  school  secretaries  entertained  the 
group  February  26,  at  the  new  Mark 
Keppel  High  School.  This  gave  us  the 
opportunity  to  see  the  new  high  school 
plant  which  was  recently  erected  at  the 
cost  of  $1,300,000.00. 

April  1st  the  Association  met  for  dinner 
at  Montebello  with  a  good  attendance. 

Maine 

The  Maine  School  Secretaries  Association 
held  an  interesting  meeting  in  Lewiston 
since  we  la.st  heard  from  them.  The  ad¬ 
dress  by  Mr.  Ermo  Scott  of  Castine  on 
“Mental  Adequacy”  was  much  appreciated 
and  the  following  thoughts  were  brought 
out  in  his  talk.  The  maintenance  of  desir¬ 
able  personality  traits  is  a  fundamental 
responsibility  of  each  individual  who  is 
meeting  and  working  with  the  public — 
among  those  traits  being  mental  health, 
happiness,  efficiency  and  social  adequacy. 

( Continued  on  Page  23) 


THANK  YOU 

MISS  SCHOOL  SECRETARY 

Thank  you 

for  your  unfailing  courtesy  to  the  representative  of  the  Gregg 
Publishing  Company  when  he  calls  at  your  school. 

Thank  you 

for  calling  Gregg  textbooks  to  the  attention  of  your  superin¬ 
tendent,  principal,  commercial  department  head,  or  the  com¬ 
mercial  teachers. 

Thank  you 

for  writing  Gregg  Shorthand  in  a  way  that  adds  to  your  repu¬ 
tation  and  to  the  prestige  of  the  Gregg  system. 

Our  support  of  your  magazine  by  taking  this  space  gives  expression  to  our 
appreciation  of  the  school  secretary  and  our  best  wishes  for  advancement. 

LET  US  KNOW  WHEN  WE  CAN  BE  OF  ASSISTANCE  TO  YOU  OR  YOUR 
SCHOOL.  GREGG  PUBLISHES  TEXTS  FOR  ALL  COMMERCIAL  SUBJECTS. 

THE  CRECC  PUBLISHING  CO. 

N«w  York  Chicago  San  Francisco  Boston  Toronto  London  Sydney 
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Delegates  to  Milwaukee 
Convention 

The  F.xeeutive  Comniittee  lias  voted  to 
allow  $;KW  from  tlie  treasury  of  the  Na¬ 
tional  Association  toward  defrayiii((  the 
expenses  of  state  delejtates  to  the  annual 
meeting  to  he  hehl  in  Milwaukee.  June  29- 
July  5.  This  money  will  he  allotted  on  the 
basis  of  the  numher  of  members  from  a 
given  state  as  of  May  1.  1940.  and  upon 
the  relative  distance  to  the  convention  city. 
Only  those  states  having  a  membership  of 
l.S  or  more  are  entitled  to  share  in  this 
expense  allowance.  There  is  no  limit  to 
the  number  of  delegates  which  a  state  may 
send  but  the  allowance  from  the  National 
treasury  can  be  matle  to  only  one  delegate 
from  each  state. 

While  the  method  of  selecting  delegates 
is  in  the  hands  of  the  state  chairman,  the 
hdlowing  method  has  proven  very  satis¬ 
factory  and  is  suggested  for  your  consid¬ 
eration:  The  state  chairman  appoints  a 
committee  of  five  persons,  including  her¬ 
self.  whose  duty  it  is  to  nominate  two  or 


more  persons  to  be  voted  upon  by  the  en¬ 
tire  membership  of  national  members  in 
the  state.  It  is  desirable  that  this  com¬ 
mittee  be  representative  of  all  sections  of 
the  state  and  include  the  president  of  the 
state  association  and  a  representative  from 
any  large  local  organizations  within  the 
stale.  It  should  he  iindtTstood  by  all 
nominees  that  if  elected  they  will  attend 
the  convention  for  the  entire  session. 

The  allowance  from  the  National  treas¬ 
ury  will  of  necessity  be  small  in  most  cases 
and  should  he  supplemented  by  additional 
funds  raised  by  local  and  state  associa¬ 
tions. 

All  state  chairmen  are  urged  to  send 
the  names  of  the  delegate  chosen  from  her 
state  not  later  than  May  1  to: 

Miss  Kthel  Spencer.  Chairman 
Delegates  Comniittee 
Hoard  of  Education 
Detroit.  Michigan. 


The  3  “C"s  of  succesful  speculations 
are:  Courage.  Condition,  and  Cash. 


Your  Office  Secretary 
Is  Important 

By  ELOISE  ASHBY 
McClur*  School 
Westorn  Springs,  Illinois 

Teachers  are  the  most  important  part 
of  tlie  educational  system,  l)Ut  don't  make 
the  mistake  of  thinking  that  no  one  else 
in  your  school  system  has  any  influence  on 
your  students. 

If  you  will  stop  to  consider  the  nuniher 
of  students  that  your  offic*"  secretary  meets 
every  day,  you  will  realize  the  importance 
of  her  position  in  your  office.  Of  course, 
she  doesn’t  have  them  for  pndonged  peri¬ 
ods  as  a  teacher  does,  hut  perhaps  the  cir¬ 
cumstances  under  which  she  meets  them 
are  more  like  real  life  than  a  classnmm 
situation. 

Your  office  secretary  should  not  he  just 
a  stenographer.  Many  superintendents  are 
insisting  that  their  secretaries  have  a  col¬ 
lege  education,  with  some  training  in  edu¬ 
cation  if  possible.  That  is  probably  the 
ideal  situation,  hut  if  you  can't  have  the 
ideal,  you  can  at  least  approach  it.  You 
(Continued  on  Page  32) 


Our  Floor  Brushes  are  cement 
set  and  |>egged,  and  are  therefore 
guaranteed  that  you  may  use  them 
in  oily  and  damp  places  as  well  as 
keep  them  near  a  radiator  or  other 
warm  place  and  the  bristle  will 
not  fall  out. 

Samples  will  be  submitted  upon 
request.  When  requesting  samples, 
please  state  within  what  price 
range  you  are  interested,  and  how 
long  the  bristle  should  extend 
from  the  block. 

RALPH  L.  'gORKER 

1308  N.  WESTERN  AVENUE 
CHICAGO.  ILLINOIS 


ATCH  the  typist’s  fingers  flash  across 
the  Underwood  Champion  Keyboard. 
Note  the  ease  with  which  she  operates  every 
key.  Feel  the  eager  responsiveness  of  the 
machine  as  it  speeds  typewritten  characters 
on  to  the  page.  And  then  seek  the  reason 
in  Underwood  Dual  Touch  Tuning. 

The  Underwood’s  marked  ease  of  touch 
not  only  means  less  operating  fatigue,  but 
increased  typing  speed,  better  quality  of 
finished  work  and  increased  typing  pro¬ 
duction. 


TV\jl^/Via« 

Underwood 


Typewriter  Division 

UNDERWOOD  ELLIOTT  FISHER  COMPANY 
Typewriters,  Accounting  Machines  .  .  Add¬ 
ing  Machines  .  .  Carbon  Paper  .  .  Ribbons 
and  Other  Supplies  .  .  .  One  Park  Avo.,  New 
York,  N.  Y.  .  .  Saies  and  Service  Everywhere. 
Underwood  Elliott  Fisher  Speeds 
the  World's  Business 
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Pure 

refreshment 


Lilteninq  In 

(Continued  from  Page  19) 

S<>  important  are  thc.sc  factors  in  one's 
effective  living  and  working  that  they 
miglit  h<‘  made  the  fundamental  selective 
itt’ms  in  choosing  the  right  type  of  profes¬ 
sional  workers. 

Mr.  Scott  gave  as  the  most  suggestive 
and  basic  rule  of  living  in  a  state  of 
mental  health,  “Know  thyself,  he  thyself, 
accept  thyself,  improve  thyself.” 


Massachusetts 

A  third  birthday  party  was  held  fi»r  the 
Massachusetts  Association  of  School  Sec¬ 
retaries  on  F’ehruary  10,  1940,  at  the  Hotel 
Kenmore  in  Hostoii.  It  was  in  the  form  of 
a  luncheon,  and  the  tables  were  dect»rated 
with  red  candles,  and  very  attractive  favors 
were  at  each  place.  The  favors  <leserve 
mentioning,  for  they  were  tiny  white  paper 
cakes  with  three  wee  candles,  and  each 
cake  served  as  a  cover  to  a  small  basket 
of  candy  red  hearts. 

Following  the  luncheon.  Alta  Lena 
(Continued  on  Page  27) 

I  Healthful . 

t 

1  Comfortable.... 

I  Indoor  Weather 

\ 
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is  now  onjoyod  by  the  occupants  of 
more  than  65,000  classrooms  heated  and 
ventilated  with  Nesbitt  units. 

NESBITT 

!  SYNCRETIZED  AIR 

i 

I  Perpetual  June  in  the  Classroom 

I  The  Nesbitt  Syncretizer  is  manufactured 
and  sold  by  John  |  Nesbitt,  Inc., 
Holmesburg,  Philadelphia,  Pa.,  and  II 
Park  Place,  New  York  City.  It  Is  sold 
also  by  American  Blower  Corporation. 
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I  Now  Available  On  New 
I  Standard  Master  Model 
!  Fluid  Process  Duplicator!  I 

I  The  New  Standard  Simplified  | 
I  Automatic  Feed  for  Master  Model  | 
guarantees  sure  feeding  of  copies  in  | 
accurate  registration.  Patented  stripper 
head  allows  just  one  sheet  to  feed  at  | 
a  time.  Feeding  assembly  works  on 
positive  knee-action  principle. 

The  New  Master  Model  Standard 
Fluid  Process  Duplicator  is  equipped 
with  economy  fluid  reservoir,  needle 
bearings,  feed  tray  with  spring  fit¬ 
tings,  chromium  plated  metal  parts, 
black  fluid-resisting  finish.  Sound¬ 
proofed  Supply  Cabinet  and  Standard 
Simplified  Automatic  Feed  are  optional 
equipment. 

I  Write  for  full  information. 

Duplicating  Macliines  Difision 
Standard  Mailing  Machines  Co. 
Eyerett,  Washington 


Entertainment  Plans 

The  Milwaukee  School  Secretaries  Ass«>- 
ciation  have  had  a  busy  winter  with  many 
activities  being  carried  on.  The  goal  has 
been  to  raise  a  convention  fund  of  $300.00 
to  care  for  the  expenses  incidental  to  the 
entertainment  of  the  National  A.ssociation 
of  Scho(d  Secretaries  in  Milwaukee  this 
coming  summer.  The  last  report  was  that 
the  halfway  mark  had  been  well  passed, 
and  probably  by  this  time  the  girls  in  this 
busy  and  ambitious  group  have  the  entire 
amount  put  away  to  show  the  lucky  dele¬ 
gates  a  good  time  next  July.  Among  the 
various  activities  have  been  a  Christntas 
Card  sale,  a  Rummage  sale,  candy,  cake, 
and  cookie  sales.  The  account  of  the 
Rummage  sale  held  in  December  is  so 
interesting  that  we  are  including  the  writ- 
up  which  appeared  in  their  News  Letter. 
It  may  give  some  other  group  an  idea  of 
h<»w  to  raise  money.  We  quote:  “Are  sec¬ 
retaries  good  business  women?  Excuse  the 
modesty,  but  really — they  are!  If  you 
doubt  this  statement,  you  did  not  attend 
the  Rummage  Sale  sponsored  by  our  As¬ 
sociation  at  526  West  Juneau  Ave.  on 
Dec.  I  and  2.  The  crowd  gathered  outside 
the  store  door  early  Friday  morning,  al¬ 
though  the  sale  was  not  scheduled  to  begin 
until  Saturday.  The  early  arrivals  bought 
many  articles  by  tapping  on  the  windows 
and  reserving  them.  When  the  gathering 
became  too  large,  the  girls  boldly  un¬ 
bolted  the  door — but  not  until  Myrtle 
Schuerman  and  Emma  Martz  had  been 
appointed  as  door  men.  After  a  pushing 
and  pulling  tgood  time,  the  door  was  again 
locked  .  .  .  the  profit  for  three  hours’ 
work,  about  $50.00. 

Bright  and  early  Saturday  morning  the 
sales  force  reported  at  the  little  store 
again.  Bright  and  early  the  crowd  gathered 
at  the  door.  Today  we  were  open  for  busi¬ 
ness.  Shoes  going,  going,  gone — 10c,  .5c, 
2V2C,  Ic.  Dresses,  furniture,  hats,  sweat¬ 
ers,  underwear — everything  must  be  sold. 
\Mien  the  last  customer,  the  junk  man, 
left  the  shop,  our  Convention  Fund  jingled 
with  an  extra  $112.00.  Was  it  worthwhile? 
Was  it  fun?  Dirty  hands  and  faces  told 
the  story  of  hard  work,  but  smiles  ex¬ 


pressed  the  pleasure  the  girls  witnessed. 
This  was  a  real  lesson  in  public  relations. 
Mayme  Zacher  can  sell  furniture  any  place 
in  town  now;  Alice  Warburt«tn  can  sell  ice 
to  an  Eskimo;  Dorothy  Holman  and  the 
Vi’ashington  High  School  girls  are  opening 
a  clothing  shoppe;  Evelyn  Block  had 
charge  of  Wo«dworth’s  jewelry  counter 
during  the  Christmas  rush;  Beatrice  Kock 
can  sell  shoes  that  fit  your  feet  without 
having  to  try  them  on;  and  Norma  Horsch 
can  and  did  sell  hats  of  all  kinds  that  are 
most  becoming,  but  first  she  sold  all  the 
mirrors  in  the  store.  Every  girl  who 
worked  at  our  sale  deserves  the  thanks 
of  the  entire  organization.  In  fact,  every 
person  who  donated  to  the  sale  did  much  to 
help  us.  Thanks  to  you  all.” 

This  gives  us  all  .some  idea  of  the  group 
of  secretaries  who  will  he  hosts  to  the 
National  Association  this  summer,  and  we 
are  sure  that  those  who  journey  to  Mil¬ 
waukee  for  the  ct)nvention  are  to  be  envied 
in  making  the  acquaintance  of  this  en¬ 
thusiastic  bunch  of  girls. 

After  the  above  had  been  written  the 
March  News  Letter  arrived  from  Mil¬ 
waukee  containing  further  news  of  con¬ 
vention  plans  and  a  very  busy  spring  cal¬ 
endar.  Events  scheduled  are  as  follows: 

March  28 — Thursday,  at  8:00  p.m.,  Mil¬ 
waukee  Athletic  Club.  Dr.  Mundie  of  Mar- 
(|uette  University  presented  his  lecture 
“The  United  States  and  the  World  Crisis.” 
Cuest  privileges  were  extended  for  this 
meeting. 

March  30 — Saturday,  at  1 :00  p.m.,  Mil¬ 
waukee  Yacht  Club.  Buffet  Luncheon  and 
Bridge,  given  by  the  Wisconsin  School 
Secretaries  Association  to  raise  money  to 
entertain  national  convention  delegates  at 
a  breakfast. 

April  16 — Tuesday,  at  8:00  p.m.. 

Routt’s.  Public  Card  Party  to  add  to  the 
convention  fund. 

May  4 — Saturday,  at  1:00  p.m.,  Jacobus 
Park,  Wauwatosa.  Luncheon  and  Bridge 
by  the  Wauwatosa  School  Secretaries  As¬ 
sociation  to  raise  money  to  pay  for  deco¬ 
rations.  etc.,  at  one  of  the  June  convention 
functions. 

May  9 — Thursday,  at  8:00  p.m..  Mil- 
( Continued  on  Page  37) 
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Gardena  High  Annual  Purchase  Prize  Exhibition 

FRANK  X.  GOULET.  Principal  Los  Angoles,  Calii. 

One  of  the  richest  of  school  traditions  is  being  carried  out  each  year  by  the 
graduating  classes  of  Gardena  High  School.  Visitors  to  our  school  are  greatly  im¬ 
pressed  on  seeing  our  pictures,  and  learning  that  the  greater  number  in  this  excellent 
collection  is  the  accumulated  gilts  of  the  senior  classes. 


“Beethoven" — C.arlo  Wostry 

Carlo  Wostry!  Beethoven!  We  pause  before  the  glorious  painting  of  a  great 
musician  as  he  trends  his  way  down  a  narrow  street.  The  clothing  shown  in  the 
picture  was  worn  by  Beethoven  and  loaned  to  the  artist  especially  for  the  picture, 
which  was  painted  over  twenty-five  years  ago  in  Vienna. 

The  artist  depicts  the  strong  face,  the  eyes  in  deep  contemplation;  he  shows  the 
hope,  the  suffering,  and  the  ideals  of  that  indomitable  will.  One  critic  said  of  this 
painting  that  he  was  more  deeply  impressed  when  he  stood  before  it  than  when  he 
stood  before  "The  Blue  Boy"  by  Gainsborough,  or  "Pinky"  by  Lawrence. 

Mr.  Wostry,  noted  Venetian  painter  and  sculptor,  is  considered  a  worthy  descend¬ 
ant  of  the  great  Italian  mural  painters  of  the  Rennaissance,  his  work  exemplifing  the 
Byzantine  splendor  of  blended  color. 

His  "Hermitage  of  St.  Stephan"  is  one  of  the  most  revered  modern  art  treasures 
in  Hungary.  In  Paris  in  the  church  of  St.  Roscoe  is  the  most  prized  of  his  modern 
paintings,  "Christ  and  the  Magdalena."  In  America  Mr.  Wostry  has  painted  equally 
beautiful  murals,  those  in  the  Church  of  the  Madonna  of  Lourdes,  a  series  of  ten 
canvases  in  which  scenes  from  the  life  of  the  Virgin  are  depicted,  and  the  Byzantine 
murals  for  the  Sanctuary  and  Chapel  of  St.  Andrews  of  Pasadena. 

Mr.  Wostry's  paintings  hang  in  the  national  galleries  of  Budapest,  and  of  Rome,  in 
the  Musoe  Revolklla,  the  gallery  Heinze  in  Berlin,  and  in  the  Uffizi  Gallery  in  Florence. 

Considered  by  art  critics  as  one  of  the  most  valuable  paintings  in  the  Gardena 
collection,  "Beethoven"  was  purchased  by  the  summer  class  of  1930,  after  the  painting 
had  been  exhibited  in  noted  showings  in  Europe  and  in  New  York. 


Excerpts  from  “Filing  Bible" 

(Continued  from  Page  14) 
oral  Procedures  and  Specific  Procedures. 
General  Information,  and  a  list  of  the 
Duties  of  the  File  Clerk.  There  is  a  chart 
showing  the  location  of  the  various  files. 
One  section  contains  the  name  of  each 
file  and  a  brief  description  of  the  pur¬ 
pose  and  content  of  each  file. 

General  Procedures: 

In  general,  all  material  ahimt  a  single 
subject  is  placed  in  one  folder  and  cross 
reference  sheets  are  placed  in  other  fold¬ 
ers  where  reference  is  needed  on  the  main 
subject.  ( Exceptions  are  indicated  speci¬ 
fically.)  Material  is  filed  chronologically. 

For  subjects  or  persons  not  yet  requir¬ 
ing  separate  folder,  there  is  a  general 
folder  for  each  of  the  alphabet  with  tab 
in  the  first  position.  Material  is  filed  al¬ 
phabetically  in  these  fidders. 

Letters  and  memos  to  or  from  the  differ¬ 
ent  divisions  and  sections  are  filed  in  the 
division  or  section  folder  regradless  of  the 
name  of  the  person  writing  or  written  to. 
An  exception  is  made  when  the  material 
is  about  a  particular  subject  for  which  a 
folder  has  been  set  up.  In  such  a  case  a 
cross  reference  sheet  is  placed  in  the 
division  or  section  f«>lder  if  it  is  considered 
imssible  that  the  material  might  be  looked 
for  by  division  or  section  instead  of  by 
subject.  Exception  is  also  made  when 
several  subjects  are  mentioned  in  the 
same  letter  or  memo.  Second  position 
tabs  are  used  for  division  and  section 
folders. 

Third  and  fourth  position  tabs  are  re¬ 
served  for  special  material  particularly 
related  to  the  activities  of  the  office.  Fifth 
position  tabs  are  used  for  miscellaneous 
material. 

Since  there  is  reason  for  separating  the 
material  in  each  folder  for  the  conveni¬ 
ence  of  the  person  using  the  folder  of 
the  third  and  fourth  positions,  the  manual 
contains  instructions  regarding  the  proper 
order  to  be  used  in  clamping  the  material 
into  the  folder. 

The  specific  procedures  are  written  up 
<in  cards  because  of  the  convenience  in 
handling  them.  One  reading  the  heading 
on  these  cards  may  know  exactly  what 


kinds  of  material  are  filed.  In  running 
through  the  cards  such  headings  as  the 
following  are  shown:  annual  reports,  ap¬ 
plications  for  positions,  budget,  bulletins, 
carbon  copies,  change  of  name  charts, 
clippings,  code  numbers,  committee  re¬ 
ports,  conventions,  county  counsel  opin- 
ion.s,  definitions,  demotion,  dismissal,  du¬ 
plicates,  equipment  orders  for  examina¬ 
tion,  etc.  Each  card  contains  specific  in 
structions  fur  the  filing  of  the  particulai 
type  of  material.  As  new  types  of  infor¬ 
mation  come  into  the  office,  an  analysis 
is  made  of  the  material,  the  uses  to  Ik 
made  of  it,  the  persons  for  whom  it  will 
be  valuable,  the  heading  under  which  that 
person  is  most  likely  to  think  of  it,  other 
heading  which  might  be  used  by  others 
in  the  office,  and  anything  else  in  relation 
to  the  material  which  can  be  thought  of. 
Then  the  routine  for  filing  the  material  is 
determined  U|M>n.  frequently  in  conference 
with  other  members  of  the  staff  and  the 
routine  is  written  up  on  a  card  for  the 
S|)ecific  Procedure  file.  The  value  of 
this  card  file  is  demonstrated  almost  every¬ 
day  and  has  proved  indispensable  to  the 
staff. 

Certain  procedures  are  the  responsibil¬ 
ity  of  every  member  of  the  staff.  These 
items  appear  in  the  General  Information 
.Section  of  the  manual. 

Underline 

It  makes  it  easier  for  the  file  clerk  if 
th(  person  reading  the  material  underlines 
important  words  that  will  give  a  key  as 
to  where  the  reader  will  be  apt  to  look 
for  the  material. 

When  a  new  center  of  interest  begins,  it 
aids  the  file  clerk  greatly  if  she  is  notified 
regarding  it.  A  new  folder  may  be  needed 
oi  a  special  marker  may  be  needed  in  an 
old  folder. 

Full  names  of  persons  referred  to  in 
memos  should  be  detached  so  that  proper 
cross  references  may  be  made  and  placed 
in  proper  places.  Official  class  titles 
should  be  used  when  reference  is  made  to 
any  classes. 

Out  Card 

Since  every<»ne  in  the  office  know  the 
general  routines  in  connection  with  the 
( Continued  on  Page  33) 
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Listening  In 

( Continued  from  Page  23) 

Nicholson,  professional  entertainer,  pro¬ 
vided  many  gay  moments  to  the  members 
present  (over  100)  with  readings,  inter¬ 
pretations,  and  clever  impersonations. 

This  event  was  the  anniversary  of  the 
adoption  of  the  Constitution,  February  13, 
1937,  and  the  Program  Committee.  Helen 
A.  Davison  of  Malden,  Chairman,  is  to  be 
commended  for  its  efforts. 

.At  the  annual  meeting  in  April,  Louise 
Henderson,  National  President,  will  be  the 
guest  of  honor.  Fcdlowing  the  election  of 
officers  and  the  transaction  of  other  neces¬ 
sary  business.  Miss  Henderson  will  bring 
her  inspirational  message  to  the  .Mass, 
girls.  The  Hotel  Continental.  Boston,  will 
be  the  scene  of  the  different  events.  One 
of  which  will  be  a  Salamagundi  Party, 
and  it  is  expected  that  a  large  gniup  will 
stay  in  Boston  that  evening  to  attend. 

Throughout  the  year,  a  bulletin  “School 
Da/e”  is  issued,  bridging  over  the  time 
between  state  meetings.  This  keeps  all 
members  in  touch  with  district,  state  and 


national  affairs.  It  reflects  the  steady 
growth  of  the  association  and  shows  what 
a  valued  part  of  its  members’  lives  their 
organization  has  become.  Catherine  M. 
Kelley  of  Turners  Falls  is  “Ye  Editor.” 


Michigan 

The  First  State  meeting  of  Michigan 
School  Secretaries  will  be  held  in  Detroit, 
April  20,  at  the  Hotel  Statler.  Plans  for 
the  meeting  are  being  made  by  Ora  Stan- 
berry.  President  of  the  Dettroit  Associa¬ 
tion  Irene  Perkins,  President  of  the  High¬ 
land  Park  Association;  Genevieve  Nolan, 
President  of  the  Kalamazoo  Association; 
F.lberta  Macgergor,  President  of  the  Flint 
Association  and  State  Membership  Chair¬ 
man.  and  Mildred  Funk,  State  Publicity 
Chairman. 

Headquarters  will  o[)en  at  9  a.m.  for 
registration.  The  morning  session  will  be 
a  business  meeting  to  discuss  the  various 
|>roblems  in  the  state,  a  report  of  the  St. 
Louis  Conventi«>n  will  be  given  by  .Martha 
Robertson  of  Highland  Park,  and  presi- 
<lents  of  the  various  local  associations  will 


GREYHOUND 


When  the  days  begin  to  drag  and  typing  becomes  a  drudgery,  you  have 
“spring  fever.”  A  sure  cure  for  this  pleasant  malady  is  a  trip  by  Greyhound. 
Let  your  Greyhound  agent  prescribe  a  relaxing  Super-Coach  cruise  as  al 
spring  vacation  treat.  You  can  go  one  way,  return  another — doubling  your 
sightseeing  at  no  extra  cost.  And  Greyhound's  low  fares  are  so  easy  to  take. 
For  complete  recovery,  go  somewhere  soon,  at  a  saving — by  Greyhound! 


r  <7*.  ^ 


Tune  in  on 

“This  Amasing  America" 


N.B.C.  Blue  Network 
Every  Friday  (most  stations) 
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report  the  activities  of  their  organizations. 
Our  luncheon  will  be  at  one  o'clock. 
Among  those  to  extend  greetnigs  will  be 
Dr.  Eugene  B.  Elliott,  State  Superintendent 
of  Schools,  and  Mr.  Grover  Stout.  State 
Director  of  the  N.E.A.  Vie  will  he  ad¬ 
dressed  by  our  National  President.  Miss 
I.ouise  H.  Henderson  of  Philadel|)hia. 
Pennsylvania.  A  social  afternoon  is  plan¬ 
ned.  The  evening  session  will  be  ad¬ 
dressed  by  an  outstanding  speaker  and  a 
most  interesting  film  will  be  shown. 

We  feel  that  this  meeting  will  give  the 
secretaries  a  splendid  opportunity  to  be¬ 
come  ac<|uaintted  and  exchange  ideas  with 
others  in  their  own  field,  to  participate  in 
a  most  interesting  program,  and  to  learn 
of  the  work  of  the  National  Association  of 
School  Secretaries.  It  is  our  hope  that 
this  will  become  an  annual  meeting. 

The  Highland  Park  Secretaries  held 
their  Annual  Bridge  Party  at  the  close  of 
the  year.  This  splendid  (larty  was  planned 


by  their  President.  Irene  Perkins.  There 
were  over  four  hundred  in  attendance — 
table  prizes — door  prizes — refreshments— 
a  style  show — a  net  profit  to  the  organiza¬ 
tion  of  over  $1 10.00.  They  plan  to  use  this 
money  to  help  send  delegates  to  the  Mil¬ 
waukee  Convention  and  to  send  two  or 
more  children  to  camp  this  summer.  This 
shows  what  can  be  done  when  a  group 
works  togethei  on  a  well-planned  project. 

Flint  .Secretaries  held  a  formal  recep¬ 
tion  for  their  Administrators  on  March  11. 
at  the  Hotel  Durant.  Elberta  Macgregor, 
President  of  their  group,  extended  the  wel¬ 
come — there  was  a  splendid  musical  pro¬ 
gram — members  of  their  group  presented 
the  skit.  "Save  Our  Superintendent” — it 
was  a  most  delightful  evening  for  all  who 
attended. 

Kalamazoo.  Genevieve  Nolan,  President 
of  the  Kalamazoo  Secretaries,  and  her 
committee  are  making  plans  for  entertain¬ 
ing  our  National  President.  Louise  H. 
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So  Much  EASIER 

to  Mark  Papers! 

With  this  )umbo-Si>e  Zaner>Bloser 
Finger  Fitting 
Marking  Pencil 


Mere’s  the  higgesi  l.'i  renu  wt.rth  of  comfort  any  teacher 
ever  iKHight.  Instead  of  dreading  to  mark  p’U»IIj>’  pai>eii>, 
you  II  find  th  s  comfortahle  Finger  Fitting  M«rking  Pen¬ 
cil  puts  ar.  end  to  tiring  und  Huger  cramping.  Pomes  In 
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Henderson,  on  April  22,  while  she  is  here 
for  the  Michigan  State  meeting. 

Ora  Stanberry,  President  of  the  Detroit 
Association,  tells  us  her  group  is  making 
plans  for  a  bridge  party  May  4. 

Of  course,  we  are  all  making  plans  for 
attending  the  next  Annual  Meeting  of  the 
N.A.S.S.  in  Milwaukee,  June  30  to  July  4. 

New  Hampshire 

A  warm  welcome  is  extended  to  the  New 
Hampshire  As.sociation  of  School  Secre¬ 
taries  which  was  organized  in  April.  1939, 
at  the  Hotel  Carpenter  in  Manchester. 
N.  H.,  with  nineteen  charter  members.  The 
October  meeting  was  held  in  Nashua.  N. 
H.,  with  twenty  present,  and  at  the  Jan¬ 
uary  meeting  in  Dover,  N.  H.,  there  were 
twenty-one  in  attendance  and  the  organi¬ 
zation  now  has  an  active  membership  of 
twenty-eight  from  various  towns  and  cities. 
There  will  he  a  meeting  in  April  and  next 
October  the  group  hopes  to  join  the  New 
Hampshire  State  Teachers  Association  hav¬ 
ing  their  own  section  and  a  speaker.  In 
this  way  they  hope  to  get  representatives 


Important  Facts  You 
Should  Know  About 

HANDWRITING 


It  is  possible  to  supply  a  class  of  thirty 
pupils  with  handwriting  texts  for  a  total 
outlay  of  one  dollar  and  fifty  cents. 

It  is  possible  to  have  the  papers  of  that 
class  examined  and  reported  to  you  free 
of  all  charge. 

When  pupils  are  supplied  with  books  it  is 
possible  to  request  a  visit  from  an  expert 
demonstrator  to  help  both  pupils  and 
teacher. 

If  teachers  are  untrained  in  modern 
handwriting  methods  they  may  take  a 
thorough  course  by  correspondence  entirely 
free  of  charge. 

The  organization  supplying  the  above 
services  has  specialized  in  handwriting  in¬ 
struction  for  more  than  thirty-five  years. 

The  unquestioned  leadership  of  that  or¬ 
ganization  makes  it  competent  to  advise 
you  on  all  matters  pertaining  to  handwriting. 
• 

Send  for  ihe  complete  catalog  of  Palmer 
Method  publlcationt  and  for  booklet* 
dcMcrlptive  of  the  many  free  helpful 
nervlcea  offered  by  thi*  organimation, 

• 

The  A.  N.  Palmer  Company 

New  York  —  Chicago  —  Cedar  Rapids,  la. 


A  Cordial  Invitation 

to  visit  Milwaukee 
is  extended  to  all 

Delegates  and  Members 

of  the 

National  Association  of  School  Secretaries 

by  the 

HOTEL  ASTOH 

of  Milwaukee,  Wis. 

Your  1940  Convention  Headquarters  Hotel. 
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from  the  northern  part  of  the  State,  as 
members  up  to  the  present  time  consist  of 
the  southern  section  only. 

We  shall  hope  to  hear  more  from  New 
Hampshire  in  the  future,  and  extend  our 
congratulations  for  theh  s|)lendid  start 
which  this  group  has  made.  More  power 
to  them! 

New  Jersey 

The  New  Jersey  Association  of  Schttol 
Secretaries  is  growing  by  leaps  and  bounds 
and  we  wish  that  space  might  permit  us 
to  tell  all  of  our  “Listeners-In”  of  the  many 
activities  which  are  going  on  throughout 
the  state.  Meetings  have  been  held  re¬ 
cently  in  Bergen  County,  Middlesex 
County,  Union  County,  Monmouth  County, 
Montclair,  and  many  other  places.  New 
jersey  is  really  going  places  and  we  wish 
it  were  possible  for  all  of  you  to  read  the 
very  interesting  bulletin  which  is  published 
by  this  forward-looking  association.  Com¬ 
mittees  are  working  on  pensions  and  ten¬ 
ure  and  much  worthwhile  work  is  being 
done  by  the  secretarial  groups  in  all  sec¬ 
tions  of  the  state. 


Oklahoma 

The  third  annual  meeting  of  the  Okla¬ 
homa  Association  «>f  School  Secretaries 
was  held  Saturday,  February  17,  at  the 
Biltmore  Hotel,  Oklahoma  City.  Beginning 
with  the  reception  and  registration  at 
twelve  o’clock,  about  one  hundred  secre¬ 
taries  and  their  gue.sts  assembled  for  the 
luncheon  at  one  o’clock.  The  president. 
Miss  Grace  Dillard  of  Guthrie,  presided 
at  the  luncheon  program,  secretarial  con¬ 
ference,  and  business  session  which  fol¬ 
lowed.  Luncheon  favors  were  small  cor¬ 
sages  of  sweet  peas.  .Memo  pads  and  pen¬ 
cils  were  contributed  by  school  supply 
houses.  The  program  consisted  of  accor¬ 
dion  solos  by  Margaret  Ann  ReifI  and 
introduction  of  guests.  The  address  of 
welcome  was  given  by  Miss  Mary  jane 
Smith,  president  of  the  Oklahoma  City 
School  Secretaries,  and  response  by  Mrs. 
Gladys  Larrabee,  Blackwell,  vice-president 
of  the  state  group.  Vocal  selections  were 
given  by  Miss  juhree  Allen. 

At  the  secretarial  conference  .Mrs. 
Glenna  Killian.  Oklahoma  and  national 


SCHOOL  SECRETARIES: 

will  be  a  privilege  to  serve  your 
office  in  1940.  A  word  to  us  will 
bring  our  representative  with  new 
samples,  demonstrations,  ideas. 

A.  J.  NYSTROM  &  CO. 

Maps  —  Globes  —  Charts 

CHICAGO 
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menil)ersliip  chairman,  talked  on  “Past 
Achievements  and  Future  As|>irations.” 
Interesting  short  talks  on  suggestions  for 
greater  efficiency  were  made  hy  secretaries. 
Miss  Genevieve  Stovall.  Picher;  Mrs.  Mary 
Alice  Hampton.  Norman;  Mrs.  Phyllis  Ed¬ 
monds.  Tulsa.  Greetings  to  the  association 
were  received  from  Mrs.  Zola  Burnett, 
former  president. 

During  the  business  session  new  officers 
were  elected  for  the  coming  year.  A  com¬ 
mittee  was  appointed  to  work  with  the 
extension  department  of  the  University  of 
Oklahoma  on  arrangements  for  a  secre¬ 
tarial  short  course  this  summer.  It  was 

(Continued  on  Page  38) 

President's  Message 

( Continued  from  Page  9) 
child.  I  recall  the  little  fellow  who  came 
to  the  office  crying  and  sobbing.  He  said 
his  vaccination  hurt  and  his  heart  hurt 
too.  When  I  put  my  arm  around  him  and 
held  him  close  I  found  the  real  hurt  was 
because  most  of  the  children  in  his  room 
had  their  names  pinned  on  and  he  did  not. 
This  was  a  big  oversight  in  the  eyes  of  a 
little  fellow.  A  sign  with  his  name  in 
bold  letters  sent  him  to  his  classroom  with 
a  beaming  countenance. 

This  j«d)  of  ours  is  rich  in  opportunities 
and  we  can  make  of  it  what  we  want. 
Human  equations  and  mathematical  re¬ 
ports  go  hand  in  hand.  Just  remember 
we  can  erase  an  error  in  a  report,  but  we 
cannot  blot  out  a  mistake  in  a  human 
relationship. 

This  is  my  last  message  to  you  as  Presi¬ 


dent  of  your  organization.  It  has  been  a 
joy  to  serve  yttu  and  you  in  turn  have 
repaid  me  by  your  loyal  cooperation  and 
friendship.  The  contacts  I  have  made 
have  enriched  my  life  and  I  hope  that  my 
service  will  be  the  nucleus  for  a  strong 
national  unity  that  some  day  will  make  a 
profession  of  our  position,  one  that  is 
permitted  the  recognition  and  benefits  of 
all  other  professions. 

Loimsk  H.  Henderson. 

"NORTH  WESTERN”  SERVICE 

Best  from  the  West  tO  thG 

M.E.A. 

MILWAUKEE,  June  30 -July  4 

Enjoy  a  ride  to  the  Convention  on  one  of 
North  Western’s  famous  trains  ....  the 
Streamliners,  the  Challengers,  the  Daily 
Limiteds  and  many  other  fine,  modernly 
equipped  trains  from  California,  the  Pacific 
Northwest  and  Colorado  ....  and  on  the 
new  “400”  Streamliner  to  Milwaukee  from 
Chicago,  Minneapolis,  St.  Paul  and  Southern 
Minnesota.  For  information  about  low  rail 
fares  and  interesting  scenic  side  trips  en 
route  write  R.  Thomson,  P.T.M.,  400  W. 
Madison  St.,  Chicago,  III. 


!  MANUALTRAININGINSTRUCTORS-AnENTIONI  i 

I  The  maximum  and  most  efficient  use  of  your  machines,  and  safety  of  your  students  | 
)  rests  on  the  quality  of  the  saws  you  use.  i 

I  BURRILLS  PARAMOUNT  Band  Saws  made  from  the  finist  Nickel  Alloy  Steel  obtain-  | 
i  able  assure  you  of  such  service  and  safety  j 

I  Adopted  by  various  United  States  Government  departments,  and  large  furniture  j 
I  plants.  I 

\  Every  saw  is  carefully  straightened  and  Electrically  Butt  Welded  endless.  s 

S  You  can  obtain  these  saws  at  the  following  prices:  ' 

S  1/8"  —  3/16"  —  1/4"  —  3/8"  wide,  5'  6"  long  $  .90  aa.  J 

I  6'  6"  long  .95  ea.  | 

I  7'  6"  long  1.00  ea.  I 

I  Other  sizes  at  proportional  prices.  8'  5"  long  1.10  ea.  { 

I  BURRILL  SAW  &  TOOL  WORKS,  Box  28.  ILION,  N.  Y.  \ 
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Your  Office  Secretary 

((Continued  from  Page  21) 
fan  insist  that  your  secretary  dress  neatly, 
speak  correct  English,  write  and  spell 
well,  and  be  ctmrteous  to  visitors. 

GiMid  English  is  imperative  for  y«>ur 
office  secretary.  Few  office  secretaries 
make  glaring  errors  in  speaking,  hut  it 
is  the  more  subtle  errors,  such  as  “these 


^  cJJHaniic  ^ 

Try  a  Spring  Tonic 
by  the  Sea 

Find  the  warmth  of  real  hospi¬ 
tality  in  Hotel  Dennis’  friendly 
atmosphere.  Featuring  ocean- 
front  sun  decks  —  sea  water 
baths  —  delicious  meals  —  bi¬ 
cycling  —  beach  riding  —  go'f 
—  indoor  ice  skating  and  hoc¬ 
key.  Seasonable  rates  on  either 
plan. 

■ 

Walter  J.  Buzby,  Inc. 


kind,"  that  the  children  catch.  A  child 
cannot  be  taught  that  it  is  necessary  tu 
learn  to  spell  correctly,  if  he  can  walk 
into  the  superintendent’s  office  and  watch 
his  secretary  misspell  “receipt.”  If  the 
superintendent’s  own  secretary  writes  so 
illegibly  that  no  one  can  read  her  scrib- 
blings,  no  child  in  that  .school  system  can 
be  expected  to  appreciate  the  importance 
of  good  penmanship. 

Any  secretary  can  cultivate  a  friendly 
manner  and  be  courteous  to  children, 
teachers,  and  visitors  coming  into  the 
office.  The  child  who  enters  the  super¬ 
intendent’s  office  should  be  treated  with 
respect;  if  he  is  frightened  away  with  a 
hat  do  you  want?”  the  superintendent 
defeats  his  own  purpose,  by  not  being  in 
close  touch  with  his  students. 

Courtesy,  kindlines.s.  and  interest  can 
d<>  a  great  deal  to  make  the  worried  and 
anxious  mother  feel  at  home  when  she 
comes  tti  visit  the  superintendent.  In 
other  words,  your  secretary  can  do  part 
of  your  work  for  you  by  establishing  that 
necessary  rapport  between  you  and  your 
callers. 

In  selecting  your  secretary,  use  as  much 
care  as  you  use  in  choosing  a  teacher; 
she  will  repay  you  by  becoming  an  im¬ 
portant  part  of  your  educational  system. 

( Reprinted  by  permission  of  the  School 
Executive.) 


A  RECORD  ALL  SCHOOLS  SHOULD 
HAVE! 

‘‘The  Man  With  the  Hoe” 

Recited  by  EDWIN  MARKHAM,  Himself 

12"  disc  in  special  container;  $2.00  postpaid 

TIMELY  RECORDS.  Inc. 

128  West  23rd  St.,  Dept.  N..  New  York,  N.  Y. 


THE  FISK  TEACHERS  AGENCY 

633  Witherspoon  Building  PHILADELPHIA  Walnut  and  Juniper  Sts. 

Teachers  for  Schools — School  for  Teachers — Every  Day  in  the  Year 
Service  Free  to  Schools — Economical  for  Teachers 


Kingsley  1745-1746 


Personal,  Discriminating  Service 


E.  F.  Maloney,  Manager 
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Excerpts  from  "Filing  Bible" 

(Continued  from  Cage  26) 

filing  of  materia),  any  one  takes  material 
(Ut  of  the  files.  In  the  office  for  whicli 
the  manual  was  prepared  a  great  deal  of 
material  is  always  out  of  the  files  and 
much  of  it  is  needed  hy  more  than  <me 
person  at  a  time.  .Staff  memhers  were 
cured  of  taking  material  out  of  the  files 
without  leaving  an  “out  card”  hy  the  de¬ 
mand  of  the  file  clerk  that  she  he  treated 
to  an  ice  cream  cone  hy  any  perscui  cauglit 
taking  material  out  of  the  files  without 
leaving  an  out  card  in  proper  notations. 

The  value  of  the  procedure  suggested 
above  .seems  to  have  been  proved  hy  the 
fact  that  all  staff  memhers  have  become 
far  more  file  c<»n.scious.  and  le.ss  resentful 
of  .so-called  red  tape.  There  has  been  an 
increasing  spirit  of  cooperation  and  a|)pre- 
riation  of  the  problems  facing  the  file 
clerk.  Other  offices  have  asked  for  infor¬ 
mation  and  have  read  the-  “bihle.”  They 
are  adopting  the  procedures  suitable  to 
their  offices. 


Save 


ROBERT  BRUCE  HARRIS 

Landscape  Architect 


Specialists  in  the  complete 
development  of  schcxjl  grounds 
and  recreational  areas. 


750  North  Michigan  Avenue 
CHICAGO 


ON  RIBBONS  AND  CARBONS 


.More  than  2000  schools  are 
using  “U.S.”  ribbons  and  carbons  .  .  .  and  that  means 
more  than  2000  schools  are  paying  less  and  getting  i 
1  more!  / 

\  Learn  why  “U.S.”  products  / 

\  are  the  popular  choice  .  .  .  send  us  a  copy  of  / 

\  your  bid  form  ...  or  just  write  for  samples  and  / 

\  prices.  / 


U.  S.  Typewriter 

Filbert  at  Tenth  St. 


Established  1895 


Ribbon  Mfg.  Co. 

Philadelphia,  Pa. 
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we  call  this 
liquid  soap 
dispenser 
the 

‘SCHOOL’’ 

model 


I  ...  because  it  was  developed  espe¬ 
cially  to  withstand  the  mischievous  in- 
I  genuity  of  school  children. 

It  is  theft-proof,  tamper-proof,  and 
unbreakable.  The  white  porcelain 
enamel  finish  is  attractive,  easy  to 
keep  clean. 

O 

I  Write  us  for  the  name  of  our  nearest 
distributor. 

BOBRICK 

MANUFACTURING 

CORPORATION 

l  Est.  1906 

\  15  E.  26th  St.  New  York.  N.  Y. 


Compliments  of  the 

Preferred 

Life 

Assurance 

Sficiety 

■ 

Home  Office 

MONTGOMERY,  ALABAMA 

Assets  over  $1 ,000,000 


TWO  OFFICE  “MUST-HAVES” 


For  the  "Boss"  .  .  . 

THE  EXECUTIVE’S 
DESK  BOOK 

A  ready  reference  book  for  busy 
executives.  All  necessary  infor¬ 
mation  in  convenient  form  and 
THE  WINSTON  DICTIONARY, 
College  Edition.  1850  pages,  3000 
illustrations.  7"  x  9".  Thumb 
index.  Net  price,  postpaid,  $4.60. 


For  the  Secretary  .  .  . 

THE  SECRETARY’S 
DESK  BOOK 

Combines  a  Manual  of  Correct 
Usage  with  THE  WINSTON  DIC¬ 
TIONARY,  Intermediate  Edition. 
1287  pages,  900  illustrations. 
5%"  X  7%".  Thumb  index. 
Net  price,  postpaid,  $2.05. 


If  rite  for  further  information 


THE  JOHN  C.  WINSTON  COMPANY 

CHICAGO  ATLANTA  PHILADELPHIA  DALLAS  LOS  ANGELES  TORONTO 


Report  of  Committee  on 
Award  to  State  Enrollment 
Chairmen 

At  the  February  meeting  of  the  National 
Association  of  School  Secretaries,  it  was 
reported  that  the  Executive  Committee  felt 
that  some  acknowledgment  should  be  given 
to  the  State  Enrollment  Chairmen  for  the 
work  which  they  are  doing.  After  con¬ 
siderable  discussion  of  the  possible  meth¬ 
ods  of  recognition,  it  was  voted  that  a 
committee  should  be  appointed  to  consider 
the  matter  and  that  it  should,  if  iMissible. 
report  its  decision  in  the  April  issue  of 
the  National  Secretary. 

Although  it  was  the  sentiment  of  the 
meeting  that  special  acknowledgment 
should  he  given  to  those  Chairmen  who 
had  achieved  outstanding  results,  the  com¬ 
mittee  has  been  unable  to  formulate  on 
the  basis  of  available  statistics  an  equitable 
method  of  distinguishing  between  the  serv¬ 
ices  rendered  and.  therefore,  reports  as 
follows: 

Inasmuch  as  the  measure  of  the  worth 


of  a  professional  organization  is  gauged 
in  part  by  the  active  interest  and  enthusi¬ 
asm  of  a  membership  representative  of  the 
entire  personnel  of  the  group,  and  inas¬ 
much  as  the  increase  in  membership  of  the 
National  Association  of  Schmd  Secretaries 
de|)ends  upon  the  State  Enrollment  Chair¬ 
men  to  whom  is  delegated  the  task  of  re¬ 
cruiting  members  the  National  Association 
of  School  Secretaries  hereby  warmly  com¬ 
mends  the  generous  services  of  those  who 
are  serving  as  State  Enrollment  Chairmen 
and  expresses  its  sincere  appreciation  of 
their  efforts  in  its  behalf. 

Respectfully  submitted. 

Blanche  Jay 

(Kokomo,  Indiana). 

Glenn  A  Killian 

(Oklahoma  City,  Oklahoma). 

Genevieve  Nolan 

(Kalamazoo,  Michigan). 

Marjorie  Wilson,  Chairman 
(South  Orange-Maplewood. 

New  Jersey). 

H.  .Marjorie  W'ilson. 

April  7,  1940. 


Wherever  there's  a  Primary  Teacher,  there's  a 
potential  subscriber  to 

AMERICAN  CHILDHOOD 

the  Why  not  add  to  your  spare  time  income  by  obtain- 

modern  ''^9  subscriptions  to  this  excellent  magazine? 

magazine  — the  only  all-primary  publication  of  its  kind,  offer- 

for  ing  modern  projects: 

primary  Seat  Work,  Number  Work,  Practical  Art,  Social 

teachers—  Science,  Activity  Programs,  Dramatizations,  Tested 

Schoolroom  Helps — the  best  in  new  stories,  Poetry, 
covers  Music — correlated  to  any  primary  system. 

.  Primary  teachers  everywhere  agree  that  AMERICAN  CHILD- 

SUOjectS  HOOD  is  the  most  helpful  of  all  periodicals  for  lower  grade 

Grades  schools. 

Write  today  for  sample  copy  and 
I  to  IV  liberal  commission  rates  to  agents. 

MILTON  BRADLEY  CO.  Springfield,  Mass. 
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Dear  Secretary: 

This  j«»b  of  being  “Money  Keeper”  is 
strange  to  me  since  I  am  allergic  to  other 
people’s  money.  Up  to  now,  I  have  had 
no  serious  effects  f(»r  I  have  been  exposed 
to  so  very  little. 

The  new  school  year  has  started  with 
an  empty  treasury  and  there  are  a  few 
small  bills  that  have  to  be  met  if  we  are 
to  keep  our  dignity.  Some  of  us  have  not 
paid  our  dues  yet.  and  while  you  are  still 
a  member  in  good  standing  I  should  like 
very  much  to  have  it. 

To  all  of  you  who  have  paid,  I  thank 
you  for  the  Association  ...  to  all  of  you 
who  have  not  paid,  please  write  or  phone 
yours  truly. 

Our  next  meeting  will  be  .  13 

if  I  am  not  mistaken  and  we  want  100% 
attendance  .  .  .  with  your  dues,  if  possible. 

Sincerely  your  BANKER. 


Editorial  Comment:  Sounds  as  though 
Ilf  above  originated  from  somewhere  near 
‘Gone  V^’ith  the  \^’ind”  territory. 


BRYANT 

TEACHERS  BUREAU 


Member  of  National 
Association  of  Teachers  Agencies 


Science  Laboratory 
Supplies 


“CALL  BRYANT’’ 

for 

Reliable,  Selective  Service 
When  Seeking  Teachers 


Chemistry,  Physics,  Biology 
and  General  Science 


PHILADELPHIA,  PA 

711-12- 13  Witherspoon  Bldg. 


Consultants 

for 

Leading  Schools  and 
Colleges  of  the  East 


CHICAGO 

APPARATUS 

COMPANY 


N.  Ashland  Avenue 

CHICAGO,  ILLINOIS 
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Myrton  A.  Bryant,  Pres. 
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Entertainment  Plans 

( Continued  from  Page  24) 
waukee  Athletic  Club.  Business  meeting. 
Round  table  discussion.  Candidates  for 
election  will  be  announced. 

June  6 — Thursday,  at  6:30  p.m.,  Mil¬ 
waukee  Athletic  Club.  Dinner  meeting 
and  election  of  officers.  The  skit  which 
will  he  pre.sented  by  members  of  this  group 
during  the  June  Convention,  will  be  pre¬ 
viewed. 

It  looks  like  a  busy  three  months  for 
Milwaukee. 

Mid- Winter  Meeting 

( Continued  from  Page  16) 
meeting.  Dr.  Ge*)rge  L.  Hawkins,  Acting 
Superintendent  of  the  St.  Louis  Schools, 
gave  the  address  of  welcome;  greetings 
were  brought  to  us  by  Dr.  Lloyd  W.  King. 
State  Superintendent  of  Public  Instruc¬ 
tion,  Missouri;  .Mrs.  Ben  Graham,  repre¬ 
senting  the  President  of  the  A,  A.  S.  A.; 
Amy  Hinricks,  President  of  the  N,E.A. 
Dr,  H,  H,  Eelkema,  Superintendent  of 
Scho»)ls,  Duluth,  Minnesota,  addressed  us 
upon  the  subject,  “The  Public  Views  the 
Sch(»ol  Through  the  Personality  of  the 
Secretary.  The  vocal  selections  of  Elberta 
Maegregor  of  Flint,  Michigan,  added  a 
lovely  musical  touch  to  the  luncheon. 

These  meetings  give  us  the  opportunity 
to  share  our  lives  and  experiences  with 


others  and  in  exchange  we  receive  new  in¬ 
spiration  for  our  daily  work  and  a  volume 
of  valuable  experiences. 

Say,  Miriam,  just  what  is  a  Salamagundi 
Party?  “Ye  Editor”  of  the  National  Sec- 
KETARY  would  like  to  know. 


Miss  Secretary: 

One  favor  please.  What  is  the 
name  and  address  of  your  “boss” 
and  how  many  pupils  are  under 
his  supervision?  Nothing  more. 

This  will  take  hut  a  moment 
and  deserve  our  sincere  thanks. 

This  is  entre  nous. 

Allied  Studio, 
Kingsessing  Station, 
Phila.,  Pa. 


P.S.:  We  specialize  in  servic¬ 
ing  school  systems  with  the  In¬ 
dex-picture  for  identification  pur¬ 
poses.  They  are  gummed  on 
hack,  dated  on  front,  cut  to  size 
and  returned  segregated  in  home 


IT  FEEDS  ITSELF.  NO  WASTE  OF 
PENCILS.  SPECIFY  THE  PREMIER 
ON  YOUR  LIST  OF  SUPPLIES. 


THE  CHOICE  OF  HUNDREDS  OF 
SCHOOL  BOARDS — 


Premier  Automatic  Feed 


Send  /or  Copy  of  School  Sharpeners 
to  Fit  Every  Budget 


Other  APSCO  Models 
CHICAGO— GIANT 
JUNIOR— WIZARD 
DEXTER— DANDY 


AUTOMATIC  PENCIL  SHARPENER  DIV. 

109  No.  Wabash  Ave.,  Chicago 
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Listening  In 

(Continued  from  Page  31) 
voted,  also,  to  appoint  a  committee  to  work 
with  the  O.  E.  A.  committee  on  teacher 
tenure.  Mr.s.  Killian  was  selected  as  the 
delegate  to  the  St.  Louis  convention,  and 
part  of  her  expenses  approved. 

The  Oklahoma  City  School  Secretaries 
had  a  very  successful  book  review  on  the 
evening  of  March  25  in  the  Venetian  room 
of  the  Y.  W.  C.  A.  Mrs.  Helen  B.  Schuy¬ 
ler  reviewed  “Other  Gods” — Pearl  Buck’s 
new  novel. 

Over  one  hundred  were  in  attendance 
and  the  group  made  $25  on  the  affair! 
This  is  the  first  book  review  we  have  had 
and  feel  quite  encouraged. 

The  third  annual  meeting  of  Oklahoma 
Association  of  School  Secretaries  was  held 
February  17,  1940.  Although  a  blizzard 
was  raging  the  meeting  was  well  attended. 
New  office  supplies  and  equipment  was  on 
display  in  the  reception  room. 

Grace  Dillard,  President,  presided  at  the 
luncheon.  After  a  delightful  musical  pro¬ 
gram  an  address  was  given  by  Warren  H. 


Edwards.  President  Oklahoma  City  School 
Board. 

Following  the  luncheon  a  Secretarial 
Conference  was  held.  Grace  Dillard,  pre¬ 
siding.  A  talk  on  Past  Achievements  and 
Future  Aspirations  was  given  by  Glenna 
Killian.  National  Membership  Chairman 
for  Oklahoma. 

Mrs.  Alfreda  Chapman,  University  of 
Oklahoma,  was  appointed  to  head  a  com¬ 
mittee  to  work  out  and  complete  plans 
already  begun  for  a  short  course  for 
school  secretaries  this  summer  at  the  Uni¬ 
versity,  at  Norman.  Plans  were  also 
made  to  appoint  a  committee  to  work  with 
the  committee  appointed  by  the  Oklahoma 
Education  Association  in  regard  to  Teach¬ 
er  Tenure, 


Pittsburgh 

The  School  Secretaries  Association  of 
Pittsburgh  held  its  annual  benefit  bridge 
— a  “Martha  Washington”  bridge  this  year 
— on  February  24  at  the  Hotel  Schenley. 
A  record  crowd  of  secretaries  and  their 
friends  spent  an  enjoyable  afternoon  in  a 


The  Lincoln’s  Birthday  speaker,  after  describing  Lincoln’s  victory 
when  he  was  a  defendent  and  his  own  counsel  in  his  first  lawsuit 
during  his  youth  in  southern  Indiana,  told  how  the  judge’s  lovely 
daughter  met  him  afterward  and  said, 

"I’m  glad  you  won  that  case.  Would  you  like  an  apple?" 


Raising  his  hands  over  his  head,  our  speaker  groaned, 

"O-o-oh!  The  trouble  that  comes  to  men  when  some  woman  offers 
them  an  apple!" 

- -f - 

Oh,  all  right!  Anyway  our  newest  publication  is 

INTELLIGENCE:  ITS  NATURE  AND  NURTURE 

The  Thirty-Ninth  Yearbook 
of  the 

National  Society  for  the  Study  of  Education 
$6.00  a  set  in  cloth;  $4.50  a  set  in  paper 


PUBLIC  SCHOOL  PUBLISHING  COMPANY 


BLOOMINGTON 


509-11-13  North  East  Street 


ILLINOIS 


38 


colonial  atmosphere.  Col<»rful  jMjttetl 
plants  as  table  prizes  and  numerous  door 
prizes  were  the  delight  of  the  more  fortun¬ 
ate  players.  Refreshments  were  served, 
and  home-made  candy  and  cookies  were 
on  sale.  Proceeds  will  be  used  to  further 
the  philanthropic  and  educational  pro¬ 
gram  of  the  Association.  Graduation  out¬ 
fits  will  he  purchased  for  needy  graduates 
in  the  junior  and  senior  high  schools  of 
the  city. 

It  is  the  goal  of  the  Association  to  have 
inaugurated  in  a  local  Pittsburgh  Univer¬ 
sity  this  fall  a  course  designed  especially 
for  school  secretaries,  similar  to  that  now 
offered  at  the  University  of  Pennsylvania, 
in  Philadelphia.  The  Certification  Com¬ 
mittee  and  the  officers  of  the  Association 
are  hard  at  work  on  this  important  prob¬ 
lem.  It  is  the  aim  of  the  Pittsburgh  sec¬ 
retaries  to  elevate  the  standards  of  their 
position  and  to  secure  high  professional 
status.  A  course  such  as  this  cannot  help 
hut  increase  their  efficiency  to  the  schools 
and  to  the  community.  Pittsburgh  secre¬ 
taries  eagerly  await  this  opportunity. 


REMEMBER 


WHEN  SENDING  OLT  VOtiR  LISTS  OK 

CHEMISTRY 

BIOLOGY 

PHYSICS 

GENERAL  SCIENCE 
EQUIPMENT  FOR  BIDS! 

bf:  assured  of  quality  and 

SERVICE  AT  UNIFORMLY 
LOW  PRICES. 


W.  M  WELCH  SCIENTIFIC  COMPANY 

Established  1880 

I  515  Sedgwick  St.  Chicago,  III. 


TO  THE  SECRETARIES 


Our  representatives  are  deeply 
appreciative  of  the  courteous 
consideration  which  has  always 
been  accorded  them  by  your 
efficient  group. 

♦  ♦  ♦ 

GINN  AND  COMPANY 


70  FIFTH  AVENUE 


NEW  YORK 
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V 

HAIL 

DITTO  D-44! 

NEW  HIGH  PRODUCTION 
FROM  ONE  ORIGINAL  I 

Here  is  the  complete  instant-action  dupli¬ 
cator  for  any  office,  shop  or  institution — 
the  new  Ditto  D-44  with  revolutionary 
Hi-Speed  Automatic  Feed.  Think  of  it! 
W'ith  D-44  anybody  can  turn  out  Ditto 
copies  in  excess  of  any  in  past  history — 

COPIES  ANYTHING  TYPED. 

WRITTEN,  DRAWN 

AT  A  70-A-MINUTE  CUP 

WITHOUT  TYPE  OR  STENCIL 

IN  ONE  TO  5  COLORS  AT  ONCE 

AT  6c  FOR  FIRST  100,  3c  THEREAFTER! 

...ON  SHORTER  RUNS,  SAME  ORIGINAL 

MAY  BE  USED  OVER  AND  OVER. 


P.  S.  Your  old  duplicator  is  worth  cash  on  a  new  Ditto.  Whether  you  are  consider¬ 
ing  outright  purchase  or  trade-in,  get  Ditto  D-44  facts  first!  Mail  coupon  today! 


M) 


April  is  the  month  set  for  the  Associa¬ 
tion’s  first  Amateur  Show,  at  which  mem¬ 
bers  will  display  their  talents. 

To  keep  members  informed  of  impor¬ 
tant  and  interesting  happenings,  Station 
S.S.A.P.  (School  Secretaries  Association 
of  Pittsburgh)  now  “broadcasts”  through 
the  medium  of  a  radio  newspaper  three 
times  each  year.  The  first  issue  appeared 
in  January  and  was  heartily  accepted  by 
the  group.  The  next  is  scheduled  for 
May.  and  the  third  for  October. 


Washington.  D.  C. 

From  Washington  comes  news  of  the 
luncheon  and  style  show  which  the  Secre¬ 
tarial  Association  held  at  JellefT s  on  Feb¬ 
ruary  3.  Everyone  seemed  to  have  a  mar¬ 
velous  time — the  models  were  all  lovely, 
and  will  be  long  remembered. 

We  think  the  following  will  be  of  inter¬ 
est  to  all  secretaries  everywhere.  It  is 
an  excerpt  from  Dr.  Dugdale’s  paper  pre¬ 
sented  at  the  NASS  Panel  Discussion  in 
San  Francisco  in  July,  1939.  The  topic 
was  the  Secretary  in  a  Public  Relations 
Program.  We  are  copying  it  from  tbe 
Bulletin  issued  by  the  Washington  asso¬ 
ciation. 

“.  .  .  To  many  of  our  public  the  school 
secretary  IS  the  school  administration.  It 
is  to  her  they  come  first.  It  is  with  her 
they  come  in  contact.  It  is  her  voice  they 
hear  over  the  telephone.  It  is  her  letters 
they  read.  It  is  her  courtesy  and  kindness 
or  educational  interest  that  often  deter¬ 
mines  the  first  impression  of  the  schor*! 


system  as  a  whole.  She  is  the  guardian  at 
the  gate  of  education;  and  as  such,  she  can 
help  protect  it  or  help  destroy  it. 

“Now  what  does  that  mean  to  the  aver¬ 
age  secretary?  It  means  first  of  all  that 
she  must  be  somewhat  of  a  student  of  edu¬ 
cation.  She  must  read  as  much  as  she  can 
of  what  modern  education  is  trying  to  d«> 
— what  the  new  curricula  are  like,  what  the 
new  ideas  on  handling  children  are  like, 
how  individual  children  are  tested  and 
studied,  and  any  current  information  that 

For  Classroom,  Assembly, 
Discussion  Groups 

THE  SOUND  OF  HISTORY 

Then  Came  War:  1939 

Tw«nty-flv«  minutes  of  History  in  the  Making 
Album  of  three  twelve-inch  records,  six  sides 
$6.50  20%  dtocount  to  schools 

W'Uh  notma  on  rduemtionml  uar  by 
ALEXANDER  J.  STODDARD 
Superintendent  of  Schools  Philadelphia 
Chairman,  Educational  Policies  Commission  of  NEA 

Edited  mnd  Introdueed  by 
ELMER  DAVIS 

Author  and  News  Commentator 

The  voices  of  Chamberlain,  Daladier,  and  Hitler 
in  historic  speeches,  recorded  from  shortwave 
broadcasts,  are  an  important  part  of  the  script. 
The  factual  comments  which  supply  continuify 
are  impartial,  unprejudiced,  reasoned,  yet  electric 
in  their  effect.  Here  is  a  new  teaching  instru¬ 
ment  to  give  history  a  new  realism  and  signifi¬ 
cance. 

WORLD  BOOK  COMPANY 

Yonkers-on-Hudson  2126  Prairie  Ave. 

New  York  Chicago 
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fewer  broken  points 

with  Pressure  Proofed* 
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is  available.  All  this  might  not  be  as  de¬ 
tailed  as  that  required  of  a  full-fledged 
teacher,  but  it  should  be  a  general  under¬ 
standing.  Secondly,  the  school  secretary 
must  know  how  to  get  along  with  people. 
She  should  be  cheerful,  kindly,  and  co¬ 
operative  at  all  times,  for  these  are  the 
important  qualities  in  the  making  of 
friends  and  the  influencing  of  people.  This 
personality  should  extend  over  the  tele¬ 
phone.  This  matter  of  the  proper  tele¬ 
phone  is  much  more  important  than  many 
realize.  It  can  make  friends  or  enemies 
with  almost  equal  readiness.  It  is  not  hard 
to  develop,  yet  few  possess  it.  It  can  he 
attained  by  anyone  who  chooses  to  use  a 
little  patience  or  one  who  has  the  proper 
ambition.  The  matter  of  a  pleasant  voice 
and  friendly  personality  is  even  more  im¬ 
portant  in  meeting  people  over  the  counter. 
That  is  self-evident,  because  the  secretary 
as  the  hostess  of  the  school  should  natur¬ 
ally  exhibit  the  courtesy  which  is  tradi¬ 
tional  in  the  practice  of  hospitality  .  .  .  .” 

There  is  much  food  for  thought  for  all 
school  secretaries  in  the  above. 


Weather  Wisdom 

When  the  wind  is  in  the  north,  skillful 
fisher  goes  not  forth; 

When  the  wind  is  in  the  east,  ’tis  good 
for  neither  man  nor  beast; 

When  the  wind  is  in  the  south,  it  blows 
the  flies  in  the  fisher’s  mouth; 

When  the  wind  is  in  the  west,  there  it  is 
the  very  best. 

Isaak  Wai.ton, 


WHO  DID  IT? 

An  Englishman  heard  an  owl  for  the 
hist  time.  “What  was  that?”  he  asked. 

“An  owl.”  was  the  reply. 

“My  deah  fellah.  I  know  that.  But 
what  was  ’owling?” 

“I’m  a  self-made  man.” 

“You’re  lucky.  I’m  the  revised  work  of 
a  wife  and  3  daughters.” 

We  never  stand  still  mentally!  We 
either  grow  or  begin  to  shrink! 


LOUDEN 

Louden  Playground  Equipment  is  in  praise-winning  use  all  over  the  world 
because  it  is  honor-built  from  only  highest  grade  materials  by  master  crafts¬ 
men;  it  is  designed  by  experienced  engineers  who  know  what  playground  must 
be;  it  is  backed  by  the  7 1 -year-old  reputation  for  quality  manufacturing  and 
fair-dealing  behind  the  J.  E.  Porter  Corporation. 


Tf  F.'lJ 

J.  E.  PORTER 

CORPORATION 


IIV  will  be  rleased  to  send 
you  our  Catalogs  on  (1) 
Playground  Kquipment  (21 
Pool  Equipment  (})  Gym 
Equipment. 
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OTTAWA 

ILLINOIS 


Manufacturers  of  the  famous  “Louden,**  “Chicago**  and  “Spalding**  lines 


